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|. EASIER ON THE EYES. The low. gloss finish of 


Hammermill Ledger speeds work and helps 


eliminate errors because it reduc ’s eyestrain 
It comes in a restful shade of white as well as 
quiet shades of buff and green tint 


2. BETTER FOR TYPING AND WRITING. Two spe © 
cialized surface finishes make Hammermill Be 
Ledger superior for typing and pen work as 
well as machine posting. | The latter is identi- 


fied by the watermark “Posting Finish."’) YOUR ACCOUNTING DEPARTMENT will turn out its best 


Hammermill Ledger takes pen writing with- M : ; 
out feathering: typing and bookkeeping ma- work — rapidly and with fewer errors—when you standardize on 


chine entries are sharp and clear. Hammermil] Ledger paper. 


Thousands of American business firms, large and small, have 
found that Hammermill Ledger combines exceptional strength 
and endurance with unusual economy in paper cost. Its 4 out- 


standing features. non-glare finish, firm surface, splendid tex- 


ture, and rugged durability assure you of the same exceptional 
performance. And it is made by the makers of Hammermil! Bond. 


Ww Ww w 


3. BETTER FOR RULING AND PRINTING. The firm, om S 
evenly formed surface of Hammermill Ledger \\" ») You can obtain business printing on Hammermill 


permits accurate registration in form ruling 


ey Ledger wherever you see this shield on a printer's 


and makes clean, pleasing printing easier to 


obtain on every job window. Let it be your guide to printing satisfaction. 


1. STANDS UP UNDER REPEATED HANDLING... 
keeps its fine appearance for years. That's be 
cause Hammerm' 1! Ledger has a special fiber 
treatment for durability, greater strength, 


stiffness and snap aa + + ts j+————_+ +4 + 5 44 i i, 
- = s 
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Your office, too, can be 


Tooled for Efficiency! 


sail eat 


SEETET 
+oa 


saves your space, increases your Office output! 


When you install Steelcase equipment in your 
office, you know in advance the result will 
give you more efficient use of space and in- 
creased work output. Plus, of course, the im- 
mediate favorable effect of Steelcase color, 
styling and beauty on your customers and 
employees alike. 

Here’s why: 

Steelcase engineering and planning makes it 
possible to seat 25° more employees in a 
given area. Users report work output has in- 
creased as much as 35%. 


Because Steelcase desk tops, drawers and 
pedestals are interchangeable, you can meet 
changing job requirements immediately. In 
less space than normally required, you gain 
increased filing capacity. 


These factors—plus money saving Steelcase 
lifetime construction—are the reasons why 
many leading national organizations have 
consistently standardized on Steelcase. Ask 
your local Steelcase dealer for their names. 


Look for your Steelcase dealer 
in the “Office Equipment” 
classification of your phone directory. 


STEELCASE 


Business Equipment 


For new ideas in office planning, write for “Tooling Up Your Office” 
METAL OFFICE FURNITURE COMPANY: Grand Rapids. Michigan 


September, 1953 OFFICE MANAGEMENT 
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A FINE OFFICE NEED NOT BE EXPENSIVE, It would 
surprise you to learn how economically 
Macey-Fowler can create a truly fine executive 


office for you...a true reflection of your 


stability, good judgement and taste. 


INCORPORATED 


NEW YORK BOSTON 


305 East 63rd Street 150 Causeway Street 
TEmpleton 8-5900 Richmond 2-1800 


Fine Executive Furniture in Both Wood and Steel 


OFFICE MANAGEMENT September, 1953 
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® WITH the six new offices 
named in the 1953 “Office of 
the Year” 
nouncement on page 29 of this 


Awards, (see the an- 


issue), a total of twenty-four 
American offices have now been 
honored since 1950 through the 
medium of Orrice MANAGE- 
MENT for excellence in design, 
layout, and equipment. 

This magazine believes that 
its annual quest for those new 
offices large and small which 
seem to typify the best in cur- 
rent office construction is a most 
the office 
world, in that it helps to pub- 


valuable service to 


licize notable achievement in a 
field where constant progress is 
vital, 

We salute the new winners! 


office 
management 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


september, 1953 


in this issue 


“A necessary evil—” (Editorial) .....-........-. ie 

More profit— less paper ------- +--+ +--+ ++> 24 
by Joseph W. Lucas 

“Office of the Year” awards announced ------------ 29 


Answering mail automatically 
by Robert Beeman 


End haphazard hiring ---- 


by Donald B. Allgeier 


Case of the month 


Keeping down overhead 
by John J. W. Neuner 


Of interest from Washington 
by Larston Farrar 


Medical insurance trends covered at AMA Conference 


Tools of the office series ---- .-- . 
This month: desk lamps, office lighting faaures, 
visible index units 


Proclamation will honor National Business Show. --- 
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First at FIELD’S Contract Division 


CONTINUITY FURNISHINGS 
AT COMMERCIAL PRICES 


gla oe 
ey 


ie, 


Nr A Complete New Line of 


Now executive offices, work areas and reception rooms can 

be co-ordinated with furnishings that balance and complement 
each other however arranged...that have the attractiveness 

and versatility of custom modular furniture and yet will fit any 
budget. Field's new Continuity Group is a complete line from 
carpets and lamps, to desks and sectional sofas. The desks and 
cabinets can be used as individual pieces or in units set up to 
fit individual work and space requirements without complicated 
assembly problems. The wood pieces are finished in our 

new pleasing gunstock walnut with Naughahyde coverings to 
complement any color scheme. 


This Continuity Group is but one example of the large 
selection of office furnishings available at Field's Contract 
Division. Visit our showrooms, or write for information. An 
experienced staff of salesmen and designers is available to help 
you with any phase of your furnishing requirements. 


MARSHALL FIELD & COMPANY 


FURNITURE DIVISION 


Second Floor 
Merchandise Mart 
Chicago 54, Illinois 


Matching Furniture and Accessories! 


CONTRACT AND OFFICE 


MANAGEMENT 


AMA announces conferences 
on personnel and office 
management 

The American Management <Asso- 
ciation has announced that it will hold 
a personnel conference at the Hotel 
Statler in New York on September 28 
through 30. 

Seven principal topics scheduled 
for discussion are: strengthening of 
personnel administration, the dynam- 
ics of current labor relations, motiva- 
tion of employees, changing concepts 
of the personnel function, the appli- 
cation and administration of industrial 
psychiatry, the status of middle man- 
agement personnel, and the human 
problems that will arise in the auto- 
matic plant of the future. 

Opening the conference on Sept. 28, 
John Post, manager of the industrial 
relations department, Continental Oil 
Co., Houston, Texas, will discuss the 
status of personnel administrators and 
will comment on what is likely to be- 
come of personnel departments in view 
of the current trend toward giving 
more responsibility for personne] rela- 
tions to line executives. 

He will be followed by Mr. E. J. 
Condon, director of public relations, 
Sears, Roebuck & Co., who will report 
on the “personal state of the nation” 
and the effects of the welfare state 
outlook. 

David L. Cole, of Cole, Morrill and 
Nadell, Paterson, N. J., will sum- 
marize labor relations experience un- 
der the Taft-Hartley Act, and repre- 
sentatives of labor and management 
will present their viewpoints as to 
what may happen to collective bar- 
gaining if the economy turns down- 
ward. 

Dr. Frederick W. Dershimer, direc- 
tor of psychiatry, Medical Division, 
E. I. du Pont de Nemours & Co., 
Wilmington, Del., will discuss how 
psychiatry can be of value in industry. 
Claude Swank, vice president, Johnson 
& Johnson, New Brunswick, N. J., will 
outline the problems of the middle 
management executive. 

A full day will be devoted on Sept. 
29 to the practical application of per- 
sonnel practices in two different-size 
companies, the RCA Victor Division 
of RCA, Camden, N. J., and Pitney- 
Bowes, Inc., Stamford, Conn. 

Employee motivation will be dis- 
cussed on Sept. 30 by Robert E. 
Schwab, personnel planning  super- 
visor, The Detroit Edison Co.., Detroit, 
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Aceerican business overwhelmingly prefers Eptson TELE- 
voice! Naturally. Edison was years ahead in introducing 
phone dictation —and is srill years ahead in design, sim- 
plicity, accuracy and experience. 

Edison’s easier-to-use push-button control, Edison’s 
twice-as-accurate indexing, Edison’s specially -designed, 
heavy-duty recorder and High Definition recording are pat- 
ented exclusives. They can’t be copied or imitated. Neither 
can Edison’s years of experience in surveying and in pre- 
scribing the just-right system to handle the office work load. 


EDISON TELEVOICE 


is the (new) fashioned phone dictation system that’s 


FIRST CHOICE of ae * 
AMERICAN BUSINESS! 
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With Epison TELrvotce at every logical desk, work 
flows out smoothly. One girl can handle the dictation traf- 
fic of up to 20 dictators. Everyone enjoys instant, constant 
“dispatch service.” EDISON TELEVOICE is the preferred sys- a 
tem—used by companies like PSSO, GENERAL ELECTRIC, i 
U. S. RUBBER, PROCTER & Bs. 
: 4 
GAMBLE, BORDEN’S, and aa: 
thousands of others—with i 
3 dictators or more. In- he 
vestigate ! f am 


This brand new, fact-crammed book about TELEVOICE tells how 
dictation costs are cut up to 66°, ... with work returned for signature 


4 times faster! Read about important long-term economies in 


revealing “3 Way Savings” Chart. Your free copy is ready... send 
for it TODAY! Or phone the nearest EDISON VOICEWRITER office 
for a demonstration — see classified section of phone directory. 


Just clip coupon 
to your letterhead 


Q Edison. 


INCORPORATED 
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EDISON (Ediphone Division) 
21 Lakeside Avenue, West Orange, N. J. 


Please send me “5S BIG BENEFITS OF EDISON TELEVOICE”™ 


NAMI TITLt 


COMPANY 


ADDRESS 


CITY 
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IN THE BEST PLANNED OFFICES (oteaC ane OF COURSE 
Plan 


for 
better 


business..¥ 
with 


SECURITY “Sp 


ly, - sia 


Your office furniture should be 
a business asset. It should make an 
immediately favorable impression on your customers and 


clients. It should be efficient — belong in today’s office. 


If your office is furnished with CRESTLINE Steel Office Furni- 
ture then you are receiving the full benefits of this job-designed 
office equipment. If not. then you aren't doing full justice to your 


business potential. 

CRESTLINE Steel Office Furniture is designed for your needs 
as a business or professional man. With its wood-grained or 
solid color finishes, and matching or blending tops—you can 
select the CRESTLINE Furniture that will fit exactly into your 


office color scheme and requirements. 


Fill out this coupon SECURITY STEEL EQUIPMENT CORPORATION 
today and let the free 40 MIDDLESEX ROAD, AVENEL, NEW JERSEY 

ms i Please send me the CRESTLINE Office-Plan-Rule and the 
CRESTLINE Office- 


two CRESTLINE Catalogues without obligation. 


Plan-Rule and full 


Name 
color catalogue help Firm 
you to plan for better pitiiees 
business. City Zone___State__ 


| 


Mich., and representatives of the Sur- 
vey Research Center of the University 
of Michigan will report what surveys 
in various industries have shown about 
| worker motivation and what can be 
| done to improve productivity. 

The speaker at the concluding lunch- 
eon on Sept. 30 will be the Rev. Ed- 
ward A. Keller, director of the Bu- 
reau of Economic Research, Notre 
Dame University. Rev. Keller will pre- 
sent an ethical and moral approach 
to business and also will discuss hu- 
man motivation. 


Office management conference 

The association also announced 
that it will hold its national Office 
Management Conference at the Hotel 
Astor, New York, October 12-14. The 
association expects that more than 800 
executives from all parts of the coun- 
try will attend. 

The conference will be devoted to 
the question of how the office can con- 
tribute to company profit. It aims to 
present a pattern for planning. 

The program will include a dis- 
cussion by J. McCall Hughes, vice- 
president and controller of the Mutual 
Life Insurance Co. of New York, on 
how to know office costs. At another 
session, the conference will examine 
the cost reduction program of a lead- 
ing company. At still another, develop- 
ments in ofhce electronics will be re- 
viewed by Ralph Eidem, director of 
electronic research for Ernst & Ernst, 
of Chicago. 

A panel of three will devote another 
session to considering how to plan the 
purchase of office machines, The en- 
gineering aspect of this question will 
be treated by Joseph V. Downs, ac- 
countant for the American Telephone 
& Telegraph Co.; the financial prob- 
lem will be discussed by Charles I. 
Keelan, manager of the analytical sec- 
tion, Johns-Manville Corp.; and the 
human relations standpoint will be ex- 
amined by Miss Marion A. Bills, assis- 
tant secretary, Aetna Life Insurance 
Co. 

Henry C. Egerton, treasurer of Bull 
Dog Electric Products Co. will de- 
scribe his company’s plan for getting 
employee participation in planning for 
profits. Reorganizing the office for 
maximum effectiveness will be the sub- 
ject of a lecture by W. M. Drake, su- 
pervisor, facilities services, Lockland 
plant, General Electric Co. 

Vincent J. Murphy, manager of the 
central communications department, 
Union Carbide & Carbon Corp., will 
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“Our C... 


repay their cost every 6 months!” 
—AMERICAN EXPORT LINES, inc., New york 


“Modernization with our National Ac- 
counting Machines enables us to pre- 
pare simultaneously the payroll jour- 
nal, check register, earnings record, 
pay statement, and check and time 
sheet for the next period. We also 
write all quarterly Social Security re- 
ports and annual Withholding Tax 
statements on our Nationals. 

“If we used our former method, 
we'd need ten or twelve people to do 
our payroll work, which has increased 


about 100. But with our National 
machines, three people do all the work 
—and do it far more smoothly than it 
was ever done before. Exceeding our 
expectations, our Nationals save us 
more than $20,000 a year, repaying 
their cost every 6 months.” 


Controller 


save us over $20,000 a year... 


No matter what the size or type of business. 
National machines cut costs. Nationals do up 
to +3 of the work automatically, soon pay for 
themselves, then continue savings as handsome 
profit. (Operators are happier, too, because they 
accomplish their work more easily.) Your nearby 
National representative will gladly show how 
much you can save with Nationals. 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, payvron 9, on10 K | 
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point out methods of obtaining greater 
savings by overhauling wire communi- 
cations and a panel representing five 
companies will survey the question of 
how to build a work standards pro- 
gram for the office. 

The enlargement of jobs as a means 
of increasing office productivity will be 
the theme of a talk by J. Douglas EI- 
liott, supervisor, customers’ billing de- 
partment, Detroit Edison Co. W. 
Keith Hafer, director of human rela- 
tions, Fischer & Porter Co., will show 
how to set up an integrated personnel 
program for the small office, pointing 
out that a company need not be a large 
one to make use of the full range 


of personnel techniques that have 


been made available to management. 


At another session methods for deal- 
ing with employees who apparently 
are misfits will be set forth by Dr. 
Lydia G. Giberson, personal advisor, 
Metropolitan Life Insurance Co. 


In addition to the various panel 
and lecture sessions, the AMA will 
provide an exhibit of procedure manu- 
als, reports to office managers and to 
top management, and other materials 
and progranis used in office adminis- 
tration, 


Included in this exhibit will be pro- 
grams used by the Prudential Insur- 
ance Co. of America and the Old Col- 
ony Envelope Co. 


LINE 


Any marking Problem 


FREE! 


ten 


NEW 


THE CROWN 


MARKING 
DEVICES 


There is a Crown marking device for 


For the best in marking devices insist 


on the Crown Line. 


Write today for 100 page 
illustrated catalog 796; it’s 


80 DUANE STREET 


OF 


‘and OX. 


YORK 7, N. Y. 


OFFICE 


Victor Adding Machine Co. 
to produce machines 
in Trinidad 

To facilitate overseas shipments in 
dollar-scarce markets, Victor Adding 
Machine Co. has arranged for the pro- 
duction of certain models in Trinidad, 
B. W. I. Arrangements were made 
with the Simplex Time Recorded Co., 
Ltd. to assemble the machines in Tri- 
nidad. Production began during the 
month of May. 

Victor’s president, Mr. A. F. Bake- 
well, says, “Building our products in 
Trinidad promises to benefit both our 
organization and the people of this 
British possession. For them it will 
provide more work at higher levels of 
skill. For Victor it means supplying 
overseas markets where dollars are 
presently unavailable for imports, but 
where pounds sterling are readily avail- 
able.” 

The production of these machines 
in Trinidad has been made possible 
by that colony’s Aid to Pioneer Indus- 
try Ordinance. This provides a five- 
year income tax “holiday” and duty 
free imports for the same period to 
companies setting up operations there. 
The law, enacted in 1950 to spur 
American capital investments, aims to 
provide the native population with 
work in line with its capabilities. 

Mr. V. 
manager, is of the opinion that Trini- 
dad has much to offer certain types 
of American industries. “Not only is 


G. Severin, Victor's export 


the government most cooperative, but 
facilities are good. And the people are 
capable of doing specialized work. In 
our own case, the arrangements with 
Trinidad should be of tremendous help 
to the company in holding important 
overseas markets.” 


TV-type business machines 
developed by Kybernetes 
Business machines utilizing high- 

speed television techniques to address, 

compute, and classify will soon be mar- 
keted by Kybernetes Corp., 9 E. 40th 

St., New York, a division of Self Wind- 

ing Clock Co., of Brooklyn. According 

to J. A. Probst, Kybernetes’ president, 
the new equipment was developed for 
use in publishing, insurance, and sta- 
tistical work, as well as for general in- 
dustrial and commercial applications. 

The closed-circuit video systems used 

in the machinery are designed to pick 

up working data from typed sel{-coded 
cards. 
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GF raises her CF“ 


* COMFORT FACTOR 


For less than 2¢ a day, seat your #25,000 secretary on an 
individually adjustable GOODFORM ALUMINUM CHAIR 


When your secretary sits in comfort, lifetime of wear, the Goodform adjusts 
her mind is on her work... not on an to fit any individual for the utmost in 


aching back. correct, easy posture. She'll appreciate 
In a 10-year period, you invest at least its graceful lines, too... and bless the 
$25,000 in her salary and general fact that she'll never snag her nylons 


es —_— 
overhead expense. Isn't it worth two on its satiny surface. eee GENE RAL se | 


pennies a day to have her sitting pretty Try one in your office for 10 days at no 


in a comfortable Goodform Aluminum obligation. Call your GF Distributor or FI R E PROOFI NG 


Adjustable Chair? write The General Fireproofing Com- Foremost in Metal Business Furniture - 
Solidly built of light aluminum for a pany, Dept.O-21, Youngstown 1, Ohio. 


eo 


MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 


Good metal business furniture is a good investment «,.-... ....... 
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with ROL-DEX: by Watson! 


established 1887 


ROL-DEX installation in the office of the Ohio Fuel Gas Company, Toledo, Ohio 


Increase Production Per Worker 
25 to 55% 


Cut your payroll and expensive clerical turnover with ROL-DEX by Watson, the 
modern, machine-filing method. Records roll to the seated operator on silent 
ball bearings. ROL-DEX is adaptable to both small and large quantities of 
records. Inquire—now! 


WATSON MANUFACTUR- | 
See ROL-DEX at the | ING CO., Inc. : 
Rol-Dex Div., Dept. G-2 | 
LOMA Convention Jamestown, New York | 
PI d me inf ti bout ROL-DEX d units, 
Cincinnati, Sept. 21-23 | ease send me information abou record uni l 
Compan ; ee 
and the . | _ | 
N Le Pos ... Titl 
National Stationers Convention | site deel | 
Street a devaetie 
Chicago, Sept. 26-30 | —_ one l 
] City toeees ... State 


ceecicndh counties etamapaincenwenll 
Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment 
12 


Industrial Management 
Society announces 
methods contest 


The Industrial Management Society 
announces it is now accepting entries 
for its Third Annual Methods Improve- 
ment Contest to be held in conjunction 
with its 17th National Time and Mo- 
tion Study and Management Clinic, 
November 4-6, 1953 at the Sheraton 
Hotel, Chicago. 

Student groups in colleges and uni- 
versities studying industrial engineer- 
ing, as well as industrial plants and 
companies, are invited to submit entries 
in the competition. 

The Society will award first, second, 
and third place plaques to winning 
schools and companies. Individuals re- 
sponsible for the improvements will 
receive certificates of merit. 

Rules and regulations for the 1953 
Methods Improvement Contest may be 
obtained by writing to the Industrial 
Management Society. 35 E. Wacker 
Drive, Chicago 1, Ill. 


Personnel problems solved 
by telephone service 


A new service by which problems in 
personnel and industrial relations can 
be solved by telephone or mail was re- 
cently introduced by Management Serv- 
ice Publications, Inc., 480 Lexington 
Ave., New York 17, N. Y. 

This organization provides the ben- 
efits of its research and experience in 
matters such as wage practices, training 
programs, labor trends, and govern- 
ment regulations. Subscribers to this 
service also receive, twice a month, 
the newsletter Know-How, which deals 
with current labor trends and personnel 
problems. 


Sound tape prices changed 

Price changes in the “Scotch” sound 
recording tape line, including reduc- 
tions on six items, have been an- 
neunced by Minnesota Mining & 
Manufacturing Co. of St. Paul, Minn. 
Cuts of 7 to 22 per cent were effective 
June 15 on quarter-inch “Scotch” mag- 
netic recording tapes Nos. 111 and 101 
in three reel sizes. “Scotch” leader 
and timing tape No. 43 in 150-inch 
lengths was increased from 50 to 60 
cents, and empty 4,800-foot tape boxes 
were raised from 75 cents to $1.00. 
Prices on various empty tape boxes, 
and empty boxes and reels in combi- 
nation, were reduced. 
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Get Accounting Reports Out Earlier 
With OZALID 
..-Avoid Mistakes and Save Money Too! 


ag. 3 


ae 


eae 


You can make an Ozalid copy of an accounting re- 
port in seconds—or hundreds of copies of one or 
many different reports per hour — from original 
data entered on ordinary translucent paper! Copies 
are ready for immediate distribution! 


There's no retyping or re-writing—no chance here for 
errors to creep in and spoil your work — no smudgy 
copies with illegible figures! 


You save real money in clerical costs by eliminating 
re-typing, proofreading and collating. Letter-size 
Ozalid copies average less than 112¢ each! 


Cumulative reports are easy to pre- _ earlier figures, without posting any 7 
pare with Ozalid. Simply write in previously posted data. Gener, Depe. 2M-4 
up-to-date figures as they become Send for full details, or call the ohnson City. XK; & Film Corporation | 
available, and make Ozalid copies O2zalid distributor listed in the Gentlemen: py a oae 
when wanted—at any stage of re- classified section of your phone about your Ozamarie nine full information } > 
port! Yourlatestaccounting reports book under Duplicating Equip- a be | 

ie 


are a complete record, showing all ment and Supplies. 


co OZALID. Ea i 
Costs... use 7 ieee aie ir: 


Johnson City, N. Y. A Division of General Aniline & Film Corporation. — = Ba 

“From Research to Reality.” Ozalid in Canada—Hughes Owens Company, Ltd., Montreal. — 5 
ae 

at 
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Quote and Unquote 


Will office building boom 
continue? 

Robert H. Armstrong, Armstrong 
Associates, New York, in the New 
York World-Telegram and Sun, dis- 
cussing the phenomenal surge in post- 
war office building construction in the 
Grand Central and Plaza districts of 
New York: 

“The question may well be asked at 
this point, “Will there be any cessa- 
tion of construction of this type 
through the next four or five years?’ 


And investors certainly must begin to 
ask themselves, “Will it be economic 
and profitable to finance these ventures 
indefinitely in the future?’ 

“It is interesting to note, in rela- 
tion to cyclical movements, that the 
tallest and the biggest structures have 
almost invariably been completed after 
the peak of boom periods have oc- 
curred. One might wonder, looking 
back to the 1920s, if history will re- 
peat itself again in the near future. 

“There has been evidence in recent 
months that tenants are more difficult 
to find for these new structures than 
they were several years ago. While 
rentals have not shown any signs as 


YOU NEED THIS 


| Challenge 45) 


EQUIPMEN 


— = 


PAPER DRiLLS: { _ 


For standard run of loose- 

leaf work. Also adapt- 

9 able for variety of 
novelty jobs. 9 styles 

<4 available — hand, 

foot, power models. = 


Always a sharp 
clean impression; 
easy operation. 
Full selection of 5 
styies — 5 sizes. 


Mail coupon for specific information 


7448 


PAPER CUTTERS: 


11 models — 7 sizes ... from 
lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 
minimum effort and maximum safety. 


' 

THE CHALLENGE MACHINERY CO. l 
GRAND HAVEN, MICHIGAN ' 

“ Send details as checked below: t 
2, [] Paper Cutters Paper Drills 1 
; {_] Proof Presses Paper Punches \ 
Nome, 
Full Address ee ee, 
' 

! 


TRADE-MARK (@) 


OFFICE 


yet of decreasing, and have held steady 
around the $5 to $6 per square foot 
level, the next stage after a declining 
demand is inevitably reduced rentals. 

It appears fairly certain that a rental 
decline will occur before the end of 
1954, if not before then. So the stop, 
look and listen signals relative to new 
office building construction are clearly 
there for those who would heed them. 

“Naturally a decreased demand tor 
together with falling 
rentals, will create an impact on the 
older buildings, in which rentals have 
been consistently raised for more than 
10 years. 


new space, 


“The older buildings can certainly 
compete with the newer ones, not 
only on the basis of price but on the 
services offered if owners will only 
modernize their structures, especially 
insofar as the elevators and electrical 
systems are concerned. 

“The use of business machines and 
air conditioning have made obsolete 
and inadequate the wiring in the ma- 
jority of office buildings in this city.” 


Course in office electronics 
to be given at NYU 

A new course called “The Applica- 
tion of Electronics to Office Opera- 
tions” will be offered by the Manage- 
ment Institute of New York Univer- 
sity’s Division of General Studies on 
Wednesday evenings during the com- 
ing fall term. The course will deal 
with the importance of procedure de- 
velopment, card design, coding, sched- 
uling, accuracy control, and other as- 
pects of electronic developments for 
business use. 

The instructor will be Eugene F. 
Murphy of the Metropolitan Life In- 
surance Co., and guest lecturers will 
include Edmund C. Berkeley, author 
of Giant Brains; Dr. Cuthbert C. Hurd, 
of IBM; Dr. Herbert F. Mitchell, of 
UNIVAC, Remington Rand; and Ken- 
neth P. Morse, of Standard Register Co, 


Maso Steel Products moves 
to larger offices 

Maso Steel Products announced re- 
cently that it had moved its offices 
into new and larger quarters on 
July 1. The new address is Suite 
912, 53 W. Jackson Blvd., Chicago 4, 
Ill. Previously, Maso was located at 
81 W. Van Buren St., Chicago 5. 

The new suite of offices contains, in 
addition to executive and clerical ac- 
commodations, display room space to 
show the entire line cf Maso products. 
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You can buy ACE Stapling Equipment with confidence. For, in addition to the machine, you've bought a 
never-failing stapling service. A quarter century of ACE leadership is due to the correct design, fine mate- 
rials and watch-like precision with which every unit is made. Millions are used daily. Choose your stapler 
from this TOP-QUALITY line. Sold through leading Stationers. 


2 Mach fe ese an Pi pose 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 
IN CANADA e ACE FASTENER (CANADA) LTD., 1 NOTRE DAME ST., WEST MONTREAL 
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BRILLIANT COLOR 


eather 
touch 


| rT $ ... neater work, 
p easier to read, 


saves time. 


lus ... Fadeproof! 
p Smearproof! Wetproof |! 
Features that give 


your work extra 
permanence. 


p | U S nn .writing performance 


as smooth as a 
black lead pencil. 


plus .++@ guarantee that 


ee ee 


no Colorbrite will break 
under normal pressure. 


° . 
TRAE OE ITT EEE 


Choice of 24 brilliant colors! 
See your stationer today. 


EBERIARD 
FABER 


TRADE MARK REG. U.S. PAT. OFF 
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S Consistenny 2 Peeve wists 


by Cushman & Wakefield _ 


One hundred per cent safety awards | 
were won by all 12 of the buildings | 


| entered by Cushman & Wakefield, | 


Inc., of New York, in the 28th Annual | 
Statewide Accident Prevention Con- | 


| test. Plaques recognizing these safety | 
records were presented to the superin- 

| tendents of the 12 buildings at a recent 

| dinner sponsored by the Metropolitan | 


Industrial Safety Committee, Associ- | 
ated Industries of New York State, 
Inc. 

J. C. Cushman, Jr., secretary of 
Cushman & Wakefield, said of the 


| awards, “Our 100 per cent safety rec- 
; : : 
ord is no accident. Our firm for many | 


P 


years has stressed the advantage of 
having well trained 


ued safety records in many of these | 
buildings once again emphasizes the 
numerous advantages which _profes- 
sional management 


offers building | 


owners.” 


= Chicago firm to handle 


duplicating equipment 


A new company, known as the 
Simplimat Corp., has recently been 


formed in Chicago to provide com- 


| plete services for users of duplicating 


machines. The new organization was 


| founded by Mr. N. E. Wolf, and is an 


outgrowth of N. E. Wolf & Co., which 


| Mr. Wolf established in 1942. 


The Simplimat Corp. will handle 
photographic plate service, mechanical 
service, operating supplies, masters pre- 


| printing service, plate-making equip- 
| ment, folding machines, paper drills, 


mail room equipment, and a_ used 


| equipment exchange for the conven- 
| lence of companies that wish to buy 


or sell used machines. 


Contributor’s guide offered 


Corporations last year contributed 
an estimated $300,000,000 to charitable 


_and philanthropic organizations, ac- 
| cording to the National Information 


3ureau, Inc., 205 E. 42nd St.. New 
York 17, N. Y. 


Believing that wise giving is not easy, | 


the Bureau has offered a national ad- 
visory service on this subject since 1918. 


| Since the organization is non-profit, its 


membership fees are nominal and tax- 
deductible. 
Guide to 


Giver’s National Philan- 


thropies, are available from the Bureau. | 
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employees to | 
handle all phases of building opera- | 
tion and maintenance, and the contin- | 


Free copies of its booklet, | 


A much-needed piece of corre- 
spondence, a valuable plan, blue- 
print or estimate. Probably not 
lost—just misplaced. 


Old fashioned filling systems are 
inadequate in the modern, com- 
plex office or factory. But with 
EZYINDEX Tabs, letters, reports, 
and plans can be 


quickly, easily. Do away with the 
irritations and time lost in hunting 
for office or factory written 
material. 


With EZYINDEX Tabs you can 
make your own index system for 
binders, books, filing cabinets, 
blueprint drawers. Color coded 
EZYINDEX Tabs are made of 
heavy, non-flammable acetate; 


title areas can be used over and 
over again. 


Sold by stationers all over the 
country. Ask for EZYINDEX 
Tabs, the only tab with the money 
back guarantee of perfect quality... 
or write for a sample EZYINDEX 
Tab and the name of your local 
EZYINDEX dealer. 


Ov. OF ASSOC ATED CELLULOSE PROO-<TS CORPORATION 
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Write for this booklet today... 


You are invited to investigate these precision 
made, low cost standard accounts receivable State- 
ments and Ledgers . . . designed to fit most types 
of desk model accounting machines. 


She 


-REYNOLDS& REYNOLDS 


Company 


OAV FS es SS. SS 
SALES OFFICES IN MOST PRINCIPAL CITIES 


Reynolds & Reynolds specializes in the manufac- 
ture of top quality, custom made Statements and 
Ledgers designed to your individual requirements. 
Fill in and mail the coupon today! 


The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 


Please send the free, informative booklet on Reynolds & Reynolds 
Accounting Machine Stat ts and Led 


Make of Machine Model 


Name 


Firm Name 


Address 


City 
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Low-cost duplicator 
produces them in 


im 


THE FIRST NAME 


A. B. Dick is a registered trade-mark of A. B. Dick Company 


ee ee 


A. B. DICK COMPANY 

5700 TOUHY AVENUE, CHICAGO 31, ILLINOIS 
Without obligation: — 

( } Arrange demonstration for new, low-cost duplicator 


( 1 Send information about new, low-cost duplicator 


dices nib iherinien endghimeaieaiiiaiiaaiants 
ORGANIZATION _ 
ADDRESS 


Ne ee 


A-B-DICK 


IN DUPLICATING 


OM-9 


Mi i nna ene 


NYU forms two committees 
to advise on educational 
and business needs 

Two special committees have been 
formed to advise and assist New York 
University’s School of Commerce, Ac- 
counts, and Finance, and its Graduate 
School of Business Administration, ac- 
cording to an announcement by Dr. G. 
Rowland Collins, dean of both schools. 

Frederick W. Nichol has accepted 
the chairmanship of both committees, 
one of which consists of eight members 
of the university's governing council, 
while the other is an advisory commit- 
tee consisting of 14 prominent business, 
industrial, and financial leaders. 


Mr. Nichol is a former vice-president 
and general manager of International 
Business Machines Corp., and he was 
long associated with IBM’s educational 


retirement from 
IBM, he has been giving almost full 
time to university affairs. 


program. Since his 


The two new committees will ar- 
range and give lectures on specific 
business problems at the executive lev- 
el, advise on the educational needs of 
business and the needs of 
education, work with the two schools in 
making the transition from education 
to business more immediate and fruit- 


business 


ful for business school graduates, and 
help improve the resources of both 
schools. 

Mr. Nichol praised the university 
for “taking a long step forward in 
bringing education and business closer, 
to the end that both may benefit in very 
practical terms.” 

He said, further, that “one of the 
reasons for the nation’s continued mag- 
nificent industrial growth is the aware- 
ness on the part of our leading busi- 
nes men and educators of the ines- 
timable value to business and to the 
progress of our country of sound, real- 
istic business training.” 

Members of the council committee 
are William E. 
Union 


Cotter, counsel for 


Carbide and Carbon Corp.; 
Paul H. Hudson, director of the Em- 
pire Trust Co.; John Lowry, president 
| of John Lowry, Inc.; James L. Mad- 
| den, vice-president of Metropolitan Life 


Insurance Co.; James D. Mooney, of 


J. D. Mooney Associates, and president 
of S. L. Jacobs Co.; Malcolm D. Simp- 
son, former executive of J. P. Morgan 
& Co.; and W. Paul Stillman, president 
of the National State Bank of Newark. 


Members of the advisory committee 
include Bruce Barton, board chairman 
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LETTER SIZE RII7A 
LEGAL SIZE RII9A 


ILLUSTRATED IN ALSO CARRIED IN ALL POPULAR SIZES 
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IDEAL FOR SCHOOL, COLLEGE 
AND GENERAL SUBJECT USE 


FLAT INSERTABLE 
CELLULOID TAB ON ~ 
ad 


34° CLOTH 
INFORCEMENT 


THIS FILE 1S 12° x 10” 
(WITH 5-1/4’ EXPANS 


pdwusaeh: LEATHERETTE 
«EMBOSSED SMEADFIBR 


These etalod inserts are « tureadiila with each file. Agriculture, — 
Art, Biology, Business, Chemistry, Economics, Engineering, Eng- _ 
lish, Geography, History, Languages, Literature, Mathematics, | 


bade and Science and blank inserts for —. Wealso 
4 plain inserts for generet subject use. | 


THE Smeal MANuFACTURING CO.,INC.-HASTINGS, MINNESOTA 
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of Batten, Barton, Durstine & Osborn, 
Inc.; H. K. Clark, director and former 
president of the Carborundum Co.; 
Henry William Dodge, executive vice- 
president of Mack Trucks, Inc.; and ! 
John Clifford Folger, president of Fol- 


ger, Nolan, Inc., and former president 
of the American Investment Bankers 
Association. 

Other members are Ernest J, Gall- 
meyer, former vice-president of Wayne 
Pump Co.; William B. Given, Jr., 
president of American Brake Shoe Co.; 
Edward F. Hutton, special partner ot 
E. F. Hutton & Co.; Carroll B. Mer- 
ritt, director of Charles Scribner's 
Sons; Don G. Mitchell, president of 
Sylvania Electric Products, Inc.; and 
H. W. Prentis, Jr., board chairman of 
Armstrong Cork Co. and former presi- 
National 


Manutacturers, 


dent of the Association ot 

The remaining members of the com- 
mittee are Earl Owen Shreve, former 
executive vice-president of General 
Electric Co. and former president of 
the United States Chamber of Com- 
merce and Junior Achievement, Inc.; 
Robert A. Whitney, president of Na- 
tional Sales Executives, Inc.; and C. 
King Woodbridge, president of Dicta- 
phone Corp. 


As rockets multiply 


Rockets and adding machines may 
seem as remotely related as twelfth 
cousins, but they are all part of the 
family circle at the Clary Multiplier 
Corp. plant in San Gabriel, Calif. 


HOW OUT-OF-DATE IS YOUR 
INTERCOM SYSTEM? 


Connechtcut 


Clary, known in the world of office | 


machines as the makers of calculators 


and adding machines, has been manu- | 


facturing gyroscope and servo motor 
components for the Army’s guided 


missile program. Now the company | 
Noisy “voice box” amplifiers that disturb 


has begun a new development and 
manufacturing program for special 
products in the guided missile instru- 
ments field. 

Rocket Engineer Paul Meeks has 
been appointed by the company to 
head the new program. He will be 
general manager of the Instrument Di- 
vision. Mr. Meeks comes to Clary 
from the California Institute of Tech- 
nology, where he was chief of the 
guided missile engineering division of 
the Jet Propulsion Laboratory. His 
experience includes research and work 
as project engineer on the Army’s 
WAC Corporal rocket; he participated 
in launching the WAC Corporal from 


a captured German V-2 rocket to set 


a world’s altitude record of 250 miles. | 
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‘Private Line’ 


TODAY’S MOST MODERN 
AND COMPLETE TELEPHONE 
INTERCOMMUNICATION! 


your efficiency . . broadcast-type intercom 
systems that give your conversations no 
the use of outside telephones 
for intercom calls, tying up your lines so 
customers can’t get through . . these 
costly inconveniences are now out of date! 


Modern telephone engineering has devel- 
oped a fully automatic, private telephone 
system that provides the complete answer 
to every intercommunication requirement. 
Whether you need 5 or 6 stations or 1000, 
Connecticut PRIVATE LINE systems give 
you the advantages of dial-operated serv- 
ice, independent of your regular city 
phones. Newly designed circuits put every 
important service for convenient intercom- 
munication at your fingertips. 


Because it does so much, your PRIVATE 
LINE system saves on monthly rental 
charges for unnecessary telephone lines 


and equipment. And you profit in time 
saved, in boosted output, in greater 
employee and customer satisfaction. 


Send the coupon today for the PRIVATE 
LINE story and an on-the-spot analysis that 
will show you actual dollar savings from 
PRIVATE LINE service in your business. 
There is no obligation. 


' 
a CONNECTICUT TELEPHONE & ELECTRIC CORP. 
;. 46 Britannia St., Meriden, Conn. 


8 (1) Send me the full story of PRIVATE LINE 
' systems. 


' (1) We would like a survey of our intercom- 
munication needs and actual savings. 


Signed. 


ompany 


= 


ddress 


ewe ee 
“ 


CONNECTICUT TELEPHONE & ELECTRIC CORPORATION 


Subsidiary of Great American Industries 
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The screech of wheels 


Which of these 
noises 

is worst in 

your office? 


The rat-tat of machines 


The buzz of buzzers 


Bigelow Cushionlok Carpet absorbs up to 
90% of floor noise ... deadens echoed noise, too! 


Cushionlok* is a good-looking, long-wearing new acoustical car- 
pet. It was specially designed by Bigelow to quiet the many 
distracting noises that constantly threaten the efficiency and pro- 
ductivity of offices, workrooms and other business quarters. 

Cushionlok has such a high sound-absorption coefficient that often 
no further acoustical treatment is necessary. 


Bigelow 
Easy to install! Cushionlok can be installed during the regular ig e © 


business day. It requires no cushion lining —the rubber cushion is 


built in. It can be cut in any shape, matched, pieced, even re-laid. & ush i oO n lok 


Saves over 73% on maintainance! Statistics show that the average 


df cost of maintaining hard-surface flooring is about 60¢ per square Ca rpet 
me, foot per year as against 16c¢ per square foot per year for Cushionlok. 
Be Just figure the number of square feet in your office and see all you'll 
z save with Bigelow Cushionlok. For Better Acoustics 


Send for a sample. Write on your business stationery to Dept. AA, 
140 Madison Avenue, New York 16, N.Y. 


*Rew. U 


8. Patent Off 


22 OFFICE MANAGEMENT September. 1953 


a z Es. a: bibs - bs ; 4 3 “ pan ae i : “ 4 Pad age? 7 “4 =—s see bi e Ray 8 . . aoe Fr SI F 
S | : Ll 
’ oT Ao JOE 
, _g) YY ty 
a ) a 
x The clatter of heels ad XK, 
ya ——. \ 
Ea = 2s 
ha! . V4 7 The drone of voices ; 
n e ) 2 . aged 
' ROs - ga : 
¢ - S RES SS SS 
ae . «Sa " —S/, , . 
F ag : . i . Ah 7 
he ~- _ = a W 
ae <> WAR eS 
* ~o = SSS 
ae Ww Se ™ wo es 
ae The ring of phones __- se. Y, 
‘ >. , 
al = 4 a 
ee 
| ~ 
ay Po 
3 ee 
ie is : 
ae 
ae 
faa 
Bot. | 
vas 
a | ) Te oe of Rae 
co wenn 2. ate : Sie ° a . pal ae - : > i or .. - : 
Ff. + oats 7 ; | yen bd : ? 
Peles ab ' 


editorial 


The Office—nerve center of all activity 


“A necessary evil—”’ 


WE LIKE the picture above, a reproduction of a new mural in the toyer of the 

Globe-Wernicke Co. offices in Cincinnati, because it is an effective graphic 

representation of a truth which Orrice Manacement has been emphasizing 

since its own foundation, and which Globe-Wernicke aptly sums up in the 
title of the mural, “The Office—nerve center of all activity.” 

This concept of the basic, all-pervasive function of the office in modern 
human affairs is not original with Orrite Manacement, or Globe-Wernicke., 
or any group or individual. Its validity is so self-evident that no one who 
knows anything of the workings of the modern office would seriously question 
it. Which makes it all the more remarkable why people in the office field do 
not actively campaign against the still prevalent nineteenth century notion 
that the office is a “necessary evil.” 

- This whole matter comes up in some form or other most often in connection 
with office costs. “There is no product cost to which the office costs can be 
charged directly,” said Dr. John J. W. Neuner, of the School of Business, 
College of the City of New York, in Orrice MANaceMeENT last month, in the 
first part of a good two-part article on keeping down office overhead, “It must 
come out of the gross profit. Hence, the more we reduce this office cost, the 
greater will be our profit. So, I repeat again, No matter how much you reduce 
your office costs, they are still too high! Office costs are a sort of necessary) 
evil: Necessary because we cannot do without them entirely; evil because they 
decrease the net profits. Therefore the ideal situation would be in the firm 

where there are no office expenses. But this is obviously impossible.” 

The office does have a product, to which its expenses can be charged. The 

product of the office is vital direction and control—without which any other 

more conventionally recognized product of the organization cannot be created, 
nor the organization itself endure. 

Let’s help kill the “necessary evil” attitude. It hampers the progress of the 
ofhce! 
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OFFICE MANAGEMENT is privileged 
this month to begin publication of a new 
study just prepared by the Standard Oil 
Company of California. We believe this 
book is one of the most important an- 
alyses of office survey and work simpli- 
fication techniques yet compiled. 

The Editors 


More profit—less paper 


through work simplification 


By Joseph W. Lucas 


with the assistance of other members of the 


DEPARTMENT ON ORGANIZATION 


Standard Oil Company of California 


The Department on Organization of the Standard Oil Company of California is more 


than twenty years old, and has been a pioneer in organization planning, methods and 


HISTORY TELLS US that prehistoric men employed 
notched sticks as records of their primitive transactions, 
when they found that they could no longer trust each 
other’s memory or honesty. In the evolution of records 
from the notched stick to the bark of trees and the hewn 
plank, sheer bulk inspired men to the reduction of wood 
to pulp in order to produce paper. 

In the course of that process, the demands for material 
to record the written word of facts gbout business have con- 
sumed the forests of continents and continue to do so. Ex- 
cept for warfare, probably no other activity has been so 
utterly wasteful of material, time, and labor as that wit 
nessed in the world’s countinghouses. 

A mounting awareness of this waste led to organized 
studies beginning thirty years ago and still continuing on a 
formal basis in Standard Oil Company of California. Too 
frequently, adequate measurements reveal that from one- 
third to one-half of all administrative, accounting and cler- 
ical activity, characterized as paper work, falls into the 
following categories: 

Useless and outmoded communications and reports. 

Duplicated records made and maintained in the same 
organization. 

In case records to establish future claims of accomplish- 
ment or in anticipation of questions never asked. 

Excessive analysis and statistics employed as substitutes 
for individual courage and sound judgment. 

Poorly designed records which are basically necessary but 


manpower controls, wage and salary administration, and research in management practices. 


are encumbered with extraneous and costly information of 
little use to anyone. 

Information assembled to satisfy technical curiosity but 
having no practical value. 

Out of this experience a good case has been made for the 
formal and continuous study of organization, manpower, 
and methods in clerical, accounting, and administrative serv- 
ices. Similar studies of production and management have 
produced measurable economies, and effective controls over 
effort employed in these activities as well. 

This book has been designed to share our experiences with 
all members of business, industry, and government actively 
concerned with freeing people of paper in order to promote 
productivity. L. L. Purkey, Manager 

Department on Organization 


Reprinted by permission of the copyright owner. Copyright, 1953, Standard Oil Company of California. 
Single copies of this book will be supplied free by Standard Oil to persons who can use them, but a 


MOST work can be simplified. This is particularly true of 
procedures related to administrative, accounting, and cler- 
ical activities. Much has been accomplished over three dec- 
ades in factory and other operating methods and procedures, 
but only limited progress has been made in discarding or 
replacing outmoded paper systems, the elimination of un- 
needed work and detail, the simplification of essential rec- 
ords and reports, and work measurement as a basis for man- 
power control. In this connection, the opportunities for cost 
reduction are seldom fully realized. 

Forms, records, and reports can build up to enormous 
proportions in office systems. This is the unwitting and 


charge of $2.50 per copy will be made on orders for several copies from a single source. 
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costly result wherever old systems and procedures, “in case” 
records, requests for costly information, and manpower util- 
ization go unquestioned over any substantial period of time. 

Presented here are illustrations of practical methods and 
procedures for surveying and simplifying administrative, ac- 
counting, clerical, and other office detail. No attempt is 
made to provide answers to problems. The presentation is 
based upon actual experience, and the methods and pro- 
cedures described herein have proven useful and effective 
over a period of many years in the diversified operations of 
the Standard Oil Company of California and its subsidiaries 
and affiliates. The purpose is to provide a step-by-step pro- 
cedure by which a work simplification survey of office activ- 
ities may be conducted. 


Guide to work simplification 


Each step, procedure, and objective contained in the 
Guide to Work Simplification is pertinent, Each has appli- 
cation on every job, The Guide to Work Simplification, 
and the explanatory material and exhibits which follow, 
constitute the tools, 

Approach: The objective is to establish a firm basis for 
analyzing the work of an organization or a component part. 
To achieve this objective, it is necessary to make all of the 
preliminary arrangements necessary to a well organized 
survey program. It is also necessary to have a good work- 
ing understanding on the part of all concerned regarding 
the work to be undertaken. The study of jobs and pro- 
cedures, with all necessary materials at hand, can then pro- 
ceed smoothly based on a background of ample knowledge 
of jobs and activities, and a mutual understanding as to 
approach and procedure. 

The Questioning Attitude: The tasks of each job in the 
organization should be tackled with a question-mark mind. 
Take as little as possible for granted. Start at the grass 
roots of each task and sift out the facts in determining essen- 
tial, non essential or duplicated work, records, or reports. 

The Best Way: These steps in the Guide to Work Simpli- 
fication will test the analyst's ingenuity in proposing and 
selling changes in major and minor procedures and paper 
detail. He must cope with tradition, resistance to change, 
personalities, minor policies, and regulations. He must also 
be practical: the goal is to secure concurrence in ideas at 
each level of supervision and management concerned. 


Approach 


The scope and the extent of the work should be decided 
upon at the start. Tasks to be specifically included or ex- 
cluded should be agreed upon. A work simplification survey 
within an organizational component usually extends to all 


jobs in the component. A work simplification survey in con- 
nection with a single procedure, while limited to such pro- 
cedure, may follow the procedure through several organiza- 
tional components. The difference can be important in 
terms of approach, time, and survey group personnel, In 
either event, the survey group should be authorized to fol- 
low legitimate offshoots to a conclusion. 

The Project Work Order: A work simplification survey 
can be undertaken by an independent group without a writ- 
ten understanding as to objective, scope, and plan, but a 
written understanding is best. In the first place, more pre- 
cise attention can be given to the objective, scope, plan, and 
possible accomplishments. Secondly, there is a better under- 
standing as to the actual working approach and require- 
ments to be imposed upon the organization under survey. 

Thirdly, there is not only a better understanding of the 
duration of the work, but estimated completion dates can 
then be used as a check. There is a point of diminishing 
returns in all survey work. A survey group, if the progress 
of the work is not watched and carefully coordinated with 
the principal objectives, can stay on the job beyond desirable 
limits. Careful planning and understanding at the start can 
establish a goal at a minimum cost, Work simplification 
surveys cost money, too. 

A suggested project work order and transmittal letter are 
shown in Exhibit “A,” Parts 1 and 2 on page 27. The proj- 
ect work order specifies (1) the designation of the work 
under a short title; (2) the project number in cases in which 
organization planning or work simplification groups sched- 
ule more than one job at a time or work steadily on organ- 
ization or work simplification surveys; (3) the individual 
requesting or authorizing the work (ordinarily the indi- 
vidual to whom correspondence arid reports will be ad- 
dressed); (4) the time elements; (5) the project leader; 
(6) the objective; (7) the plan of approach, and (8) the 
required approvals. 


Survey group selection 

Analysts should be selected because of their background, 
training, and familiarity with the work under survey. Ex- 
perience in the tasks under survey is valuable but not in- 
dispensable. A question attitude and an aptitude for survey 
work are the best criteria. 

Experience indicates that more is accomplished in survey 
work when the services of one or more individuals from the 
organization being surveyed are used to assist in the review. 
It is desirable for these individuals to possess a good knowl- 
edge of the policies, procedures, and practices of the organ- 
izational component in which the work is to be done, They 
should join the survey group as full-time members. 


Guide to Work Simplification 


(This 26-part guide is incorporated in the book. Material covered in this 
installment in Office Management is shown here. Remaining portions of 
the Guide will appear with future installments.) 


What is being done? 


Approach 


1. Designation of the organizational component, unit, or tasks to 


be surveyed. 


2. Selection of the survey group. 
3. Discussion of the project with the supervisor of the section 


to be surveyed. 
OFFICE MANAGEMENT 


September, 1953 


by F aa ins i. Lo Y Ma ee ee | ee a Pew (| @> aoom ee Ci ae ; 
a 2 a . an . a Wi, ams ¥ a: fee. ia ~ Bee Fes ie ie 7: ‘hel ate 
eae os: | Pe | 3 fe oe a : — are: 2 , os th, aah : ‘ . ay Deal {Pay . 
; ENE 
a 
4 
; "ay, 
be Sh 
“ 
t > 
it 
ae 
- * 
= 
* a4, 
ert 
4 
in: 
ay) 
ae 
e Ve! 
” 
te A 
; 
28 
’ 4 
ee 
Aheeee: 
eRe 
- 
ont 
“ oF hong 
7 , 
1 ae 
LEE: 
Woy 
7 
nd, b +P 
- .? i 
fA © 
a ~ os 
Pz 
a aS 
ape 
eer rere rr AA ; ‘a 
te * 
i 
Mi LaLa 
=o ee ae 
PE Di 
us 
fF , ? 
9 = 
; & 3 
att 
‘<= 
LN as > 
; \ 
Pe | 25 ee 
Ed 
oo pa ; au aay 
Ree eats Pi ’ ae ee f D ' : 
‘+ * i on %; fan cre = Pig 73 k2 ee ae: J ae" ¢ Lo Fy r . : wee en 
i ic", ie 7 el is 7 ? “ r = “ry f a oe ; = ie ¢ ese? “ + ’ 
a4 . ‘ oa oe ny al ail ae at 1% fe ee a A Sax 3 7m oe Cb ee 
Se . ag oY i, | ie. Tl aa i ae inte he he cs =f ao 2 freer 
‘ a 7 : : a - a, yr: 0 Be. £ bs F. te ” e a oy ot 3 5 ae * 
ri —: re 3 ie _ = ; : se * ‘ H, - - "i 
m + ee Diy. ee al he ¥ 
: eal Tia, i ye Bee re i ale 


The individuals assigned to the work with the survey 
group are not usually trained in survey techniques. This, 
however, is not a permanent handicap. On-the-job training 
will bridge the gap. This manual has been designed as an 
important tool in such training. 

There are definite advantages in utilizing members of the 
organization under survey as members of the survey group. 
They can present the local viewpoint; they can assist in sell- 
ing recommendations; they can supply the necessary con 
tinuity after the survey work is complete and assist with 
changes; they can supply work simplification functions on a 
continuing basis within the organization. 

After the necessary clearances, the approval of the project 
work order and the selection of the members of the survey 
group, it is appropriate for the project leader to enter into 
a full discussion of the survey with the supervisor concerned. 
The project leader should explain the proposed work in de- 
tail, and at the same time request the information and mate- 
rials discussed farther on. 


Explain to the supervisor that there will be a questioning 
and critical attitude toward systems and procedures, but not 
toward individuals. The work being impersonal, neither 
criticism nor names will appear in recommendations or re- 
ports. Cost reduction should be a principal objective in 
work simplification surveys. If fewer but better jobs are 
likely to result, discuss with the supervisor the feasibility 
of placing restrictions upon the hiring of permanent per- 
sonnel until the close of the survey. 

Point out to the supervisor that the work by the survey 
group will proceed without preconceived ideas. There 
should be no mystery. Members of the organization under 
survey working with the survey group should feel free to 
discuss any part of the survey with the supervisor and they 
should be so instructed. 

During a survey there is usually concern on the part of 
employees as to survey interference with their normal work 
habits. It should be explained to the supervisor, and in turn 
by the supervisor to the employees, that the work will be 


Meter Readers and Collectors. 


HEAD CLERK - DISTRICT OFFICE 


We. Vine 


1. Acts as a working supervisor in charge of clerical employees in the office, 


2. Prepares correspondence for the signature of the District Manager as directed. 

3. Handles more difficult customer complaints and inquiries, referring problems 
to the District Manager as required. 

4. Maintains petty cash fund and issues checks for such things as purchases, 
meter deposit refunds, and credit balances on closed accounts. Prepares 
reimbursement requests. Reconciles petty cash fund bank statement monthly. 

5. Tabulates miscellaneous reports and works on special projects as assigned. 

5. As directed by the District Manager, checks status of operating clerical 
functions, reports conditions,and makes recommendation for improvements. 

7. In the temporary absence of the District Manager, represents him within 

specified limits relative to activities within the office. 


Exhibit B. 


Organization chart 


L 


T 


——— 


COUNTER CLERK ) 
Was. Marie Riley 


|. Receives customer remittances and deposits over the counter in 
payment for service and merchandise. Gives customer a receipt 
and keeps stub. Balances money received each day against 
stubs, completes collector's deposit tag,and gives with money 
to controls clerk. 


Ns 


- Receives customer requests for service or adjustment over the 
counter. Completes Application for Service, Customer Service 
Order and Routine Operations Order form as required, and files 
for dispatch to operating unit. 

3. Processes remittances received through the mail. Balances 
money received, completes forms,and routes checks as outlined 
in Duty 1, above. 

4. Follows up closed accounts for collection per procedure. 

5. Mails "Notice of Unpaid Bill” and “Final” notices on delinquent 
service accounts and notices on delinquent merchandise accounts 

+ ber follow-up schedule, and prepares a monthly recap of notices 
mailed. 

5. Maintains Credit History Card file. Sets up card for each 
account and posts credit ratings as notified. Recommends } 
credit rating changes to Head Clerk, as collections indicate 
ratings should be changed. 

7. Maintains (suspense) ledger for delinquent closed accounts. 

8. Prepares journal memos to transfer accounts to closed account 
ledger, to bad debt ledger or to another route. 

9. Assists with routine clerical work of the office as time 

permits. 


COUNTER CLERK 


Ts. Dolores. Robertion 


1. Receives customer remittances and deposits over the counter in 
payment for service and merchandise. Gives customer a receipt 
and keeps stub. Balances money received each day against 
stubs, completes collector's deposit tag,and gives with money 
to controls clerk. 

2. Receives customer requests for service or adjustment over the 
counter or over the telephone. Completes Application for 
Service, Customer Service Order, and Routine Operations Order 
form as required, and files for dispatch to operating unit. 

3. Answers the telephone. Gives routine information. Dispatches 
orders to Servicemen. Refers calls to Head Clerk, District 
Manager, or a Salesman, as required. 

4. Maintains a register for merchandise sales and miscellaneous 
charges, and prepares invoices for miscellaneous billings. 

a. Posts sales to recap sheet, and sets up card for each 
sale. 

b. Types and majls invoices for sales or charges which 
cannot be included on regular bill. 

c. Prepares monthly totals and balances register against 
recap sheet. 

5. Orders parts for major appliances, follows up to see that 
they are installed,and bills customer. 

6. Prepares monthly report of completed and incompleted service 
orders and monthly summary of gas complaints. 

7. Prepares Merchandise Sales Tickets. 

8. Applies meter deposits to clasing bills. 

9. Works on special projects and assists with routine clerical 

work of office as assigned. 
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Title 
Requested by: 


Assigned to: 


PROJECT WORK ORDER 


Project No. 


Date Assigned Date Due: 


Estimated Time Required: 


Appr oved: 


Exhibit A. 


Project work order 


Transmittal letter 


for project work order 


| 


L 


ACCOUNTS RECEIVABLE CLERK 


Maintains a ledger for each route for gas and electric service 

tccounts receivable, and notes remittances. 
Matches remittance stubs with ledger stubs, notes payment, 
subtracting for new balance, if any. 
Totals payments for each route and balances to Collection 
Sheet. Binds and files remittance stubs. 
Posts journal memos to lecger stubs for errors in billing, 
payments received in other districts and accounts trans- 
ferred between routes. 

galances routes, and prepares bills for mailing as received 

from Billing Section of General Accounting Office. 

a. Posts earnings to Control Sneet. 

db. Enters arrears balances on new bills, and attaches a 
"reminder notice” as required. 
Balances new total receivable for the route against the 
Control Sheet. 

Prepares Collection Sheet. 

Answers the telephone. Gives routine information. Dispatcnes 

orders to Servicemen. Refers calls to Head Clerk, District 

Manager, or a Salesman, as required 

Provides counter relief as required. 


FILE CLERK & TYPIST 


Types letters, forms,and reports from edipnone cylinders, 
rough draft, accessible information or as directed. 

Sorts and files customer orders, routine operations orders, 
applications for service, customer index cards, merchandise 
cards, monthly meter reports, delinauent accounts receivable 
reports, correspondence, charts for demand meters,and other 
forms and reports. 

Sorts and distributes incoming mail. Collects outgoing mai! 
and prepares for mailing. 

Maintains supply of stationery and office supplies. 

Clips items of interest from local papers for District Manager. 
Collects orders not dispatched over the telephone and routes 
to operating units each evening. Receives completed orders 
from operating units each morning, matches original orders 
with those dispatched by pnone,and gives all to Head Clerk 
for review. 

Pulls duplicates of applications and service order forms as 
completed, and destroys. 

Posts and removes job bid notifications. 

Assists with routine clerical work of office as assigned. 
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DESCRIPTION 


COMMITTEE APPROVAL 


POSITION “OUNTER CLERK 
CHa tBan 


PLAC tint 


Dalé 


MATURE AND EXTENT OF ASSIGHMENT: Describe the position eccurstely ond concinsly unde the tullewing euperate anh 
Needags A Basic Puaction stele = genera! terms the funcsons performed end the objective: B Scope: ampply Squens mdiccting 
the sae or area of the anigement. omit if sine is obvious. C. Functions Performed: describe the specific function performed, 
wnd-cating the percen! of time 


IMMARY: Receives customer remittances and requests for service or ad- 
Justment over the counter and through the mail; fo 
open and closed accounts for ¢ 
ter accounts; maintains 
c.ericai work of 


liows up delinquent 
prepares journal memos to trans- 
redit History Card file; assists witn routine 

office as time permits, 


llection; 


WORK PERFORMAD: 


unter in payment for service and 
8 receivable ledgers or the mer- 
tomer & receipt and keeps stub. 
t étubs, searching for errors as 


tag and gives with money to 


adjustment over the counter, 
Sustomer Service Order ang Houtine 
rm, a8 reouired, and files for dispatch to a Service- 
mpletes credit reference forms as required, and 


ther than remittances or requests 

ork. Ralances checks received 

2S are not enclosed, looks up amount of bills in 

> iedgers or the merchandise register. Refersdiscrep- 
nees completes forms, and 


above. mpietes itorms for requests 
above, 


int received, 


3 per follow-up 


w-up dates for notices 
ilection ietter; forwards 
utility companies for 


unpaid bilis to 


other districts and other 

collection as required; 

c. If not paid by collection letter series, lists 
and routes to General Accounting Offi 

d. If account not paid efter f 


delinquent eccounts 


by General Accounting Office, 
lists accounts for collection agency and forwards to General Ac- 
counting Orfice for approval; forwards approved list to agency; 
Destroys customer index card when paid, 
5. Mails "Notice of Unpaid Bill” 


e. 
and Final” notices on delinquent service 
accounts, and notices on delinquent merchandise accounts per established 
follow-up schedule, first checking accounts receivable 
chandise register to see if bill 
listing of notices mailed, 


ledgers or mer- 
has beer paid, Monthly prepares a 


CONTINUE OM ATTACHED SHEETS, WHEN HECESSARY 
(Cont in ued) 


JOB DESCRIPTION 


Required 
whe 


cherec + required for the performance of the position 


RECEIVED. List the following 
Seperviser: enter the powtion tile only of the immeds 


under veperete sub bee 


tupervier to whom the employes « corpors die 8 Seperv 
ments ae grer eunlerce end g dence provided « 
on 4s eeeaned checked and evaluated C Functions! Assistonce o- 


weribe the bind of fom 


RESPONSIBILITY 24D aUTHORITY ong eb 
’ a 


Exhibit C 


conducted with a minimum of disturbance and upset to 
regular routine. It is always well to incorporate this thought 
in the supervisor's general explanation of the survey to the 
employees. The statement should be respected by the mem- 
bers of the survey group at all times. 

Organization Chart: A chart of the organization under 
survey is not only helpful but necessary. It facilitates follow- 
ing the lines of work, supervision, authority and promotion. 
If a chart is not available, the project leader should construct 
one with the assistance of the supervisor. An unconven- 

tional organizational arrangement points immediately to 
possible savings. 

Functional charts, or regular charts expanded to show 
functions as in Exhibit “B” are helpful and useful. Charts 
of this kind can be used to supplement job descriptions. 

List of Employees by Classification: A complete listing 
of the personnel to be surveyed is essential to the review. 
Such a list should show names of employees, principal func- 
tion, location, payroll classification, and service date. In 
order to be able to reconcile numbers of employees in the 
final report, the list should be made up as of a given date— 
the beginning of a pay period, for example. 

Ask the supervisor to designate those employees who have 
been on the job for only a short time. It is possible that a 
former occupant of the particular position should be inter- 
viewed for information in detail. 

Finally, the supervisor and the project leader should come 
to an understanding as to the number of employees in the 

organization to be surveyed. The number of instances in 
which supervisors are unaware of the total number of em- 
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SPECIAL REQUIREMENTS Specty the following under separate cub heeding: =here pertinent A. Edecetion 8. Treieing 
Indcate the experence secestery te edequetely perform the engrment and the seme of the nest lower powton 
requesd C. Keowtedges: bet those recemery to do the evigement © Other Abilities: upecity the orher 


y & lmmedote 


wien Re 
arent 


cone! @ 


headings 


a ndeperdert 
° 


T : re t or 
e or tment er r throug é ; f v8 uf 
a nouent and ed a é r e prepere - 
ent report 
D PME fone 
L MONEY ccount r money received 
* , 
r BU INESS RELAT r ale tele e t with district 
personnel and the p Cc 
S WORKING CONDITIONS Genera! Offue 
Compiles sy APPROVED BY Date _ 


JOB DESCRIPTION 


6. Maintains (suspense) ledger for delinquent 


ledger sheets from data 6 and journe! memos; 
sts data folioweup as outlined in 


sing 
vuty 4; 
unt is paia and gives to rile 


c. from iedger as acc lerk 
° yp r filing; 
a it 6 t not peid in prescribed time, prepares journa. memo for 
ac off and transfers ledger stud for account to bad 
e. r iodi y balances ledger per procedure, 
pos to transfer accounts to closed account ledger or 
te as req r index cards and 
3 received 
istory Card file, ete up cara r cach 4 nt and 
@ and changes in credit rating as notified Recome 
redit ratings to head \ierk as c ecti 3 dicate 
4 ess or for 


ut 


ployees on the payroll is surprising. 


Job descriptions for employees 


Many companies use job descriptions to show the duties 
of employees. Job descriptions or similar lists of duties wil! 
facilitate interviews. A typical job description is shown on 
this page. If formal descriptions are nuavailable, the super- 
visor should be asked to supply lists of the principal tasks 
for each employee; if several persons perform the same func- 
tion, one job description may suffice. The supervisor should 
also be called upon to suggest the logical order in which em- 
ployees should be interviewed. This will assist the analyst 
in obtaining a quicker grasp of the flow of the work and 
the work detail. (To be continued in October.) 
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Text 


“Office of the Year” 


Awards Announced 


OrricE MANAGEMENT is privileged to announce the names of the 
companies winning the 1953 “Office of the Year” Awards, spensored by 
this magazine and presented annually to outstanding new offices com- 


pleted between July 1 of the previous year and June 30 of the current ‘3 
year. These companies are: Res 


(For offices having more than 500 employees) 
Office of the Year Award 
The Aluminum Company of America, Pittsburgh, Pa., for 
its Pittsburgh offices. 


Awards of Merit 
E. I. DuPont de Nemours & Company, Wilmington, Del., “Mags 
for its Louviers offices at Newark, Del. » 
The Texas Company, New York, for its branch offices ¥. 3 
in New Orleans, La. 
: (For offices having less than 500 employees) 
Office of the Year Award . 
The Mennen Company, Morristown, N. J., for its a 
offices there. oa 
Awards of Merit 3 
Associated Grocers Cooperative, Seattle, Wash., for its 5 
offices in that city. we 
Brown Shoe Company, Clayton (St. Louis), Mo., for its 
offices in Clayton. 
ij 
Silver plaques will be awarded to the winners in each division, and “ 


bronze plaques to the companies earning an Award of Merit, at the 
“Office of the Year” Awards luncheen, to be held in New York in October. 
Further details concerning the offices honored in the Awards will appear 
in the October issue of Office Management, and complete feature stories 
on each of the six offices will be published in the November issue. 
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The Digest’s office 


in Pleasantville. N. Y. 


Answering mail automatically 


by Robert Beeman 
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IMAGINE THE SEA of incoming mail that would flood 
about you if you put out a magazine that sold more than ten 
million copies a month! Imagine having to staff, equip, and 
run an office that could turn out a little sea of your own in the 
form of answering mail! This kind of “flood control” is a 
problem with which The Reader’s Digest must continually 
cope. 

Like the little Dutch boy with his finger in the dike, 
The Reader's Digest people know that to avoid inundation 
they must stop the first leak. Each wave of mail must be 
dealt with before the next one comes in. Arriving letters 
must have answering letters in the mail before the flood 
can build up. 

This means, above all, that the mail department must be 
fast and efficient. It also means that some nice decisions 
must be taken on how much personal attention can be given 
to each letter and how much mail can be suitably answered 
by less personal form letters. After all, good will depends 
not only on the promptness of the reply, but also on the 
ability of the company to convince its patrons that their 
needs are receiving the individual attention they deserve. 

In spite of the speed and efficiency of The Reader's Dr- 
gest’s typing department, however, the mail problem would 


be almost impossible if it were not for an effective use of 


automatic typewriters. 

The Reader's Digest’s plant actually houses three offices— 
those of the magazine itself, The Reader's Digest Condensed 
Book Club, and The Reader's Digest Educational Book 
Service, Inc. It falls to the Incoming Mail Department to 


separate the incoming correspondence according to the com- 
pany which it concerns. 
The bulk of the mail is concerned with The Reader's 


Digest itseli—subscription orders, notices of changes of ad- 


dress, inquiries about bills, and other routine matters. It is 


delivered first to the Mail Sorting Department, where is it 


sorted geographically. Then, since most of the people who 


write these letters are already on the company’s mailing list, 
° about three-quarters of The Reader's Digest mail is sent to 
the Subscriber File, where the company keeps its files ot 


name-and-address stencils. If correspondence cannot be an- 


swered by a printed form or routine acknowledgement it goes 


to the Business Correspondence Department. 


Business Correspondence has two basic methods of deal 
ing with its mail. One is to dictate individual replies, mak 
ing use of standard dictating equipment. The other is to 
“key” it for the Auto-typist batteries. 

Eventually, all of this mail arrives in the Typing Depart- 
ment. Here 65 young women work under the direction 
of their supervisor, Miss Caryl Wetzel, to keep the flow in 
its proper channels. Mail from the Adjustment Department 
goes to the Adjustment Division of the Typing Department, 


with, of course, the proper instructions for answering it. 


This is mail that can be answered by printed forms or 
letters, or by form letters with simple “fill-ins,” for example, 
a letter in which it is only necessary to type in a date, or an 


amount of money, or the number of months remaining in a 
subscription. 


A certain amount of mail is answered with “sentence 
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Employee operates dual machine 


letters.” The company has prepared a manual, divided into 
subjects, which contains sets of sentences appropriate to 
the various subjects, all identified by code number. A mail 
reader in the Adjustment Department may mark a letter 
18-32-35,” and the typist knows that the letter calls for the 
three sentences indicated by those numbers. 

Letters dictated in the Business Correspondence Depart 
ment are sent to the Transcription Division of the Typing 
Department. Here the transcribers set their equipment in 
operation and type the letters in standard manner. 

But there is a considerable amount of mail which cannot 
be conveniently handled by the use of form letters, yet does 
not require the highly personal treatment of special dicta 
tion. This usually consists of letters that bring up quesuons 
on which company policy is clear; nevertheless, they cover 
such a range of subjects that it would be impossibly clumsy 
to stock complete sets of form letters to meet all of the 
situations. For this type of work the automatic typewriter 
is beautifully adapted. 

The Reader’s Digest began to experiment with automat 
typewriters about five years ago. This experiment started 
with the installation of two standard machines. The model 


selected was of the design that is actuated by a single 


roll- 
like the roll of a player piano—which is punched to drive 
the keys of regular typewriter. While this type of machine 
can be set to stop so the operator can manually fill in blanks 


(Continued on page S80) 


By classifying the bulk of incoming 
mail by subjects, and by preparing 
standard reply paragraphs which 
ean be used in various combina- 
tions to answer letters, Reader's 
Digest is able. with Auto-typist 
equipment, to keep abreast of its 


correspondence problem. 
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A committee should be responsible for re-working selection procedures 


Common sense and a little planning can 


End haphazard hiring 


by Donald B. Allgeier 


Associate Professor of Business Education, Marquette University 


THE PROBLEM of dealing with applicants for positions 
is one which is always with us. Every office must set up a 
system for attracting applicants, for screening them, and for 
selecting the best ones. 

How does an office manager or employment manager 
decide upon the policies to be followed? He can secure 
application blanks and other forms which have been used 
by other firms and take them over, with or without changes. 
I{ his own firm has been in existence for some time, he may 
merely perpetuate existing practices. Or he may make a 
study of his firm’s needs and of the qualities of its most 
successful workers. He may gather some figures as to the 
relative success of workers from various sources and with 
various qualifications. On the basis of data as to what is 
being done on the job and what qualifications seem to 
prove out best, he can make his own application procedure. 

This last method is the one least often used, yet its 
advantages over the others are so great that the extra effort 
required seems definitely worthwhile. Naturally, it need not 
be a one-man job. Probably a committee should work on 
the problem of a complete re-working of the selection pro- 
cedure, or for a new firm, the setting up of a new procedure, 
designed for the firm specifically. 

Accepting for a moment the premise that this more 
scientific method of setting up the procedure is to be used, 
what would be involved and how might the committee go 
about it? 
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Recruitment: For the first step, which is often called 
recruitment, there is little that is new to be said. The com- 
pany will want to avail itself of such sources of workers 
as employment agencies (public and private), newspaper 
advertising, recommended labor, and casual applicants. If 
the need seems to justify it, visits may be made to schools 
and colleges to interview members of the graduating class. 
School placement bureaus can send many worth-while 
people to the firm. A good public relations program will 
help attract casual applicants. Good employee relations will 
lead to increased recommendations of friends and relatives 
of present employees. 

It may be worthwhile to study the correlation between the 
source used and the success of the employee on the job. It 
may be found, for example, that casual applicants, who 
come to the firm of their own accord because of their in- 
terest in it, may be better employees than those who come 
from other sources. 

In making such studies, some criteria must be set up as 
to what a successful employee is. Some factors which sug- 
gest themselves are tenure, promotions gained, disciplinary 
problems, absenteeism and tardiness, and efficiency on the 
job, as measured by output or by recommendations of su- 
periors, Some of these are, of course, negative factors. 

Such correlations of success on the job with the source 
of supply will enable one to evaluate his sources and to con- 
centrate on those which furnish the best workers. 
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Unsolicited letters of application will doubtless come in 
from time to time, as well as letters in response to adver- 
tising. The hiring officer must not ignore such letters. Many 
good prospective workers write in of their own accord to 
firms they would like to work for, and their letters reveal 
much about them, intentionally or unintentionally. The 
person who acts on the letters should notice the neatness and 
care with which the letter was prepared. Neatness tends 
to show conscientiousness, as well as a recognition of the 
importance of the job. 

The letter itself should be studied carefully. The ideal 
applicant will reveal some knowledge of the firm and real 
interest in it. He will know what job he is applying for and 
be able to give some tangible evidence of ability to perform 
that job. If the letter deals only with vague, general state- 
ments and empty claims of ability without proof, the evalua- 
tor will do well to discard it. But if claims are backed by 
references to experience on other jobs or to specific school 
training, they can probably be relied on. The reader will 
look for specific evidences of qualification, not just a state- 
ment that “I know I can do the job if you just give me a 
chance.” He will seek for some evidence of original think- 
ing, not just the same outline which has been followed in 
hundreds of application letters before this one. He will be 
able to judge character and personality from what is said 
and what is left unsaid. He will look for courtesy and under- 
standing of the employer’s point of view and his needs, 
rather than selfish “What's in it for me?” psychology. He 
will watch for evidences of interest in pay only, or the 
temporary type of worker who will take the training and 
soon quit, 

The applicant who encloses a detailed data sheet is prob- 
ably deserving of more consideration than those who do not. 
Such a data record saves the employer's time and also shows 
him that the applicant knows how to organize material and 
present it in clear and concise form. 

The Application Blank: Whatever the method used for 
attracting him, when the applicant actually comes to the 
office, he is usually given an application blank to fill in, He 
may be given a preliminary interview before this is done 
or he may not. But few are the firms which do not use an 
application blank of some sort. Even if he has already filled 
out a data record of his own, the application blank may 
still be used, in order to have the information exactly in 
the order or placement for easiest use and to obtain facts 
omitted from the data sheet. 

Office executives should look at their own application 
blank. Can they justify every item on it? Or are there some 
requests for information which is never used and for which 
there seems no real need? Are there certain items which 
always have to be obtained and added later? 

On nearly every application blank there is useless infor- 
mation—deadwood which could be removed without harm. 
It may be the result of tradition or a copying of the practices 
of others, but it has no place in a really functional applica- 
tion blank. 

If the needless information on application blanks were 
removed, such forms would usually be shorter and could be 
evaluated more easily, because each item would have a 
definite purpose and use in judging the suitability of the 
applicant. Much time would be saved, both for the applicant 
and the employer. 

It might also be pointed out that, with the elimination 
of superfluous items, more space might be allowed for 
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answers. Fhe usual application blank does not allow the 
applicant enough room to write a complete answer. 

As to how to decide what is necessary and what is not 
on the blank, the answer has already been indicated. Some 
sort of job analysis is required. If the executive does not feel 
able to go into a thorough program of scientific analysis, 
at least an approximation is possible. Surely someone can 
observe and study the present employees and their jobs. 
It is possible to list the skills, abilities, duties, responsibilities, 
and conditions of each job. Then the qualifications neces- 
sary for meeting these requirements can be listed, The 
better employees can be studied, with the view of ascertain- 
ing what qualities and sklils they have that others should 
emulate. In addition to observation, the workers and super- 
visors can be asked to list their duties, perhaps in order of 
importance, or to fill out some sort of questionnaire to 
supplement the other data. 

The results of such a study will be a set of standards by 
which to measure an applicant, in terms of minimum re- 
quirements of education, experience, skills, physical qualifi- 
cations, personality, character, etc. With such a set of hiring 
standards to show what to look for, it is not too difficult to 
build up an application blank which is tailor-made for the 
company’s needs. The blank will be arranged to show 
whether the applicant meets the minimum requirements of 
all types which have been set. 

Of course, once the application blank is in use and has 
been filled in, it should be studied carefully. Unless the need 
is urgent, the interview may be delayed until there has been 
ample time to study the information given. The neatness 
with which it has been filled in will be considered, as will 
the completeness and apparent frankness of the answers. 
Questions not answered will be noted. Some firms like to 
include a question which requires a rather long “essay 
type” of answer, so as to get a sample of the writing style 
and English of the applicant. A good question of this type 
is a request for a statement of the person’s reasons for want- 
ing to enter the particular occupation, his ambitions, and 
the like. In any case, the blank is a useful screening device 
to render unnecessary the interviewing of those obviously 
not suited for a position. It can also be a permanent per 
sonal record once the applicant is employed. Sometimes 
space is provided to show promotions and other changes 
of status, vacations, and honors—all on the same form. 

The Interview: The interview is still the best way to 
judge the fitness of an applicant. However, the interviewer 
should not feel that he can judge a person infallibly by his 
appearance and manner. Even the best judges of men can 
be decived. Other selection procedures should be used in 
connection with the inférviews. 

Ordinarily, the interview should be carefully planned. 
The interviewer will have before him the completed appli- 
cation blank and other information. He may wish to ask 
the applicant for clarification or confirmation of certain 
items on the blank. In addition, he can ask questions to 
find out the applicant’s knowledge of his field and interest 
in it. The questions asked by the applicant can also tel! 
much about him and his interests. He should be encouraged 
to do his share of the talking. 

The interviewer should make allowances for nervousness 
on the part of a young and inexperienced applicant. Such 
nervousness is to be expected. The expert interviewer will 
be friendly and natural, and will do his best to put the 
interviewee at ease. The average applicant does not know 
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whether or not to shake hands when he enters the office. 
The interviewer can take the initiative here. The same 
thing applies to smoking. If the interviewer does not object 
to smoking, he may invite the applicant to do so or offer 
him a cigarette. 

Tests and References: Sometimes aptitude or general intel- 
ligence tests will be given as part of the selection process. 
Such tests are valuable, but they should not be considered 
infallible. The judgment of a trained man should always 
supplement test scores. If tests are used, they should be 
chosen for their bearing on the ascertained requirements ot 
the job. Standardized tests, prepared by experts, with pub- 
lished norms, are available from the recognized testing 
services. 

References should be checked. Some people tend to dis- 
count references, and a few even omit asking for any. It is 
probably true that the usual reference tends to avoid being 
very critical of the applicant. But a trained person can read 
much in what is not said and in the enthusiasm with which 
someone is recommended, If the reference only stresses gen- 
eral or unimportant points, the employer may justifiably feel 
that the applicant is not strong in the qualities or skills not 
mentioned. 

Actually, a former employer knows some things about an 
applicant which no one else knows. He knows if the worker 
can follow directions, if he gets to work on time and puts in 
a full day, if he gets along well with fellow workers, if he 
can produce. A personal communication (by telephone, if 
possible, or by mail, if not) between the employer and the 
reference, without the applicant’s knowing what is said, 
can provide useful and reliable information. Specific ques 
tions can be asked, such as “Why is he leaving your em- 
ploy?” or “Would you rehire him?” or definite questions 
as to skill and work habits. The reference may wish to help 
the applicant, but will usually not be deliberately untruthful 
in matters of specific fact. 

If there are no previous employers, teachers in his major 
field can be helpful, if approached in a similar manner. 
Some companies ask for the names of six or eight teachers, 
so as to get more than just a few special favorites. In some 
cases, character references may be necessary, but generally 
they are the weakest and least valuable of references, largely 
because they deal only in vague generalities. 

In any case, the employer who chooses to ignore refer- 
ences completely is shutting himself off from some very 
helpful, and even vital, information. 

A Complete Procedure: Some firms have a second inter- 
view, or even more, after all the facts are in—test scores, 
reference information, and other data. Last minute ques- 
tions and final judgments result. This final interview may 
be conducted by a different person from the first inter- 
viewer, 

Finally, on the basis of the abilities, skills, and qualities 
of the applicant, as determined by the methods shown, the 
hiring decision is made. Sometimes the whole process takes 
only hours; in other cases days or weeks are involved, 

It has been shown that the office manager, or whoever is 
responsible for hiring, can avoid much waste and error by 
using all available sources of applicants, by using an appli- 
cation blank based on a thorough analysis of his needs, by 
well-planned interviews, by study of reference data, by tests, 
and finally by trained judgment in analyzing the complete 
array of data. The combination of all these sources of data, 


(To page 89) 
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OF THE MONTH 


Second of a series describing how concerns hare 
improved office methods and procedures 


FY Lehn and Fink Products avoids accounting 


control bottlenecks throughout expansion 


EPICS OF BUSINESS growth and expansion never jose in 
terest. Countless small Victorian-day retail and wholesale 
establishments which have bloomed into 20th-Century cor- 
porations serve as inspiration for today’s young enterprises. 
Mounting sales and production figures are concrete proof 
of the progress of American business methods. 

But, profitable and satisfying as sales and production ex- 
pansion can be, there are some problems which arise with 
large-scale growth. This is especially true in the case of 
accounting and financial control. When accounting methods 
and procedures are not designed to meet expansion, a serious 
problem presents itself. Where management does make 
necessary changes to meet new conditions, progress is easy 
to handle. 

Lehn and Fink Products Corporation, which manutac 


tures disinfectants and cosmetics, is one examp!e illustrating 


how careful planning can avert bottlenecks even during a 
period of constant expansion. Lehn and Fink, when it was 
organized in 1874, was for all practical purposes a one-man 
business. Today more than 700 executives and employees 
work in the Lehn and Fink piants in New Jersey and Ih 
nois, hundreds more in the New York City offices, and in 
smaller plants and offices around the world. 

But with this uninterrupted expansion in every company 
activity, there has been no major dislocation resulting from 
the increased work load. 

It has been nearly 25 years since the company installed 
its first Remington Rand punched-card machine, and as 
accounting work increased more have been added. The 
equipment not only has enabled Lehn and Fink to produce 
accurate and tast records, but has permitted the re-assigning 
of personnel to other duties. For example, the Billing De 


Customer billing, sales analysis and statistics, and accounts payable are 
all handled on punched card accounting machines. 
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Office Management is indebted to 
F. W. Messner, Jr., controller, Lehn 
and Fink Products Corporation, for 
the material covered in the Case of 


the Month. 


partment now gets along with 25 people where at one time 
44 were needed. 

Customer Billing, Sales Analysis and Statistics, and Ac- 
counts Payable, are all done with punched-card accounting 
machines. From a seven-part tabulated invoice, an accounts 
receivable copy is sent to the Collection Department. Here 
the invoices are distributed according to controls. Accounts 
receivable invoices are filed according to state, city, and ac- 
count’s name, in alphabetical order. 

The Accounts Receivable ledgers are comprised of 55 con- 
trols, housed in Kolect-A-Matic desk equipment. They are 
filed according to the Simplified Unit Invoice Accounting 
Plan or SUIAP. 

All controls are thoroughly reviewed in cycle intervals of 
from ten days to two weeks, and when invoices are found 
to be past due the first of a series of four notifications is sent 
out. A statement of each past due account, prepared on 
wide-carriage adding machines, is mailed to the customer, 
followed by three form letters. 

When an invoice is paid, it is stamped paid and sent to 
the “invoice paid” files. This, of course, has eliminated the 
maintenance of the usual posted ledgers. 

When remittances come in they too are distributed by the 
administrative collection control desk in the same manner 
in which invoices are spread. The girls apply check pay- 
ments to the accounts in the invoice files. 

The fact that the company is able to use the same per- 
sonnel to file accounts receivable invoices, distribute check 
payments, and review the status of accounts is an advantage 
gained through the use of Kolect-A-Matic desks and the 
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SUILAP system. The firm gets added efficiency and accuracy 
with lowered work-fatigue by rotating personnel from one 
control to another every three months. 

Prior to the installation of this system the office invariably 
fell behind in its work, and a great deal of overtime was not 
unusual. Now, where 35 people were once used in credit 
collections, only 19 are needed. 

The flexibility of procedure in the collection and credit 
departments has permitted a number of short-cuts which 
enable the department to meet sudden work peaks. At the 
time when a steady flow of orders comes in from the com- 
pany’s 22,000 customers, all the employes concentrate on 
filing invoices. Then when the flurry of work passes over 
they resume their regular routine of filing, posting, crediting, 
and auditing. 

Near the calendar year end a heavy inflow of checks in 
payment of Christmas merchandise is experienced. In a 
few days there is a veritable deluge of checks which must 
be applied to invoices. Any delay in this work naturally de- 
lays the liquidation of accounts receivable, so again all per- 
sonnel is taken off regular work to concentrate on applying 
remittances, 

Because the system is simple to handle, and the equipment 
easy to work with, Lehn and Fink is able to meet any sales 
expansion with its resulting workloads. Pressure on the 
credit manager has been relieved since the girls are able to 
make frequent cycle checks on payments. There is small 
chance of overlooking past due accounts. 

An immediate follow-up by letter and statement provides 
sufficient assurance that only real credit risks must be passed 
on to the collection department. The system of using a set 
of standardized collection letters and overdue statements, 
which incidentally are handled by the girls in charge of the 
controls, enables the company to flag an overdue account 
quickly. When an account is so signalled it goes to the credit 
manager, where necessary decisions are made quickly. 

The credit manager is thus relieved of all routine work 
and freed for administrative responsibility, credit decision, 
and analysis. 

Notations relating to credits, collections, traffic, adjust- 
ments regarding lost or damaged merchandise, as well as 
the regular work of applying cash and making audits, are 
made by the SUIAP control clerks. This is done with no loss 
of time or sacrifice in accuracy, despite the fact that the col- 
lection department handles some 50,000 transactions a 
month. Approximately 20,000 invoices are handled each 
month, 20,000 cash postings and 3,000 credit checks. Journal 
voucher accounts, check requisition vouchers, and other 
memoranda are also noted by the office workers. 

The company used to mail monthly statements of accounts 
to all 10,000 cosmetic customers. With the installation of the 
Simplified Unit Invoice Accounting Plan it has been possible 
to save this time and mailing expense by using the unpaid 
invoices as the customers’ record of accounts payable, and 
the record of accounts receivable. The mailing of monthly 
statements has been reduced from 10,000 to ten. It has been 
conservatively estimated by Lehn and Fink that the equip- 
ment has been responsible for savings of approximately fifty- 
five thousand dollars annually since its installation. 

The company, while it appreciates these dollar and time 
savings, values most the ability of its various accounting de- 
partments to handle all increased workloads without any 
dislocation, Expansion will not keep it from always having 
up-to-the-minute facts on hand. 
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by John J. W. Neuner 
School of Business, College of the City of New York 


PREVIOUSLY I indicated that the cost concept was made up 
of two phases—total cost behavior and unit or detailed costs. 
I also stated that the second phase of handling these two 
types of cost was referred to as cost control. In other words 
you must take those figures—total and unit office costs— 
and do something with them. This cost control must be a 
unihed, coordinated program. This means that you must 
set up a budget of office expenses for a given period of time 
itemized by such costs as salaries, supplies, insurance, light, 
etc. Then this budget must be further analyzed into the 
amount of salaries, supplies, etc., used in correspondence 
work; in transcription, in filing, in mailing, etc. Monthly, 
at least, the budgeted figures must be compared with the 
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executive level on the organization chart to do his job 


actual figures taken from the accounting records. This com 
parison will be by the accounts which indicate salaries, 
supplies, insurance, light, etc. If there are large varaitions 
between the budgeted and actual figures, further study 
must be made of the costs. It is then that the office manager 
will learn whether the correspondence costs, the filing costs; 
the mailing costs, etc., are too high or are decreasing as had 
been hoped. By setting up this integrated program of 
budgeted total office costs, and service department break- 
downs, the office manager has set up managerial controls 
of his work. By doing this monthly, it becomes a continuous 
program—that is the only effective way of doing the job. 
The third problem facing the office manager in develop- 
ing a thorough knowledge ot office costs, 1s the study ot 
the individual costs. Studying individual costs is really a 
study of the costs of certain office system and routines. 


All office work is made up of a number of systems or 
routines. For example, correspondence work involves a 
certain system. It is made up of a number of little systems 
or routines. There is the routine of dictation; the routine of 
transcription; the routine in mailing the letter; in filing the 
carbon copies. Similarly, there is the system involved in 
duplicating certain office forms. Very often it is difficult to 
know where one system ends and another begins because 
frequently they overlap. However, in analyzing any office 
system, you will find that four items must be considered: 
forms; flow of work of the forms; job analysis; and use of 
office machines. 

These four items must be considered in analyzing office 
systems and routines. And don’t forget that office systems 
and routines make up the nervous system of the office. Fur- 
thermore, when you are studying office systems and rou- 


(To page 86) 
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‘Y The Monroe Calculating Machine 
Co. of Orange, N. J., has recently 
signed a contract by which it will 
market ten-key adding machines man- 
ufactured by the Olympia Werkewest 
GMBH of Wilhelmshaven, Germany. 
Olympia was well known until the 
Russian occupation as a manufacturer 
of typewriters in the eastern zone of 
Germany. Faced with the menace of 
Communism, Olympia’s Director 
Joachim Wussow escaped across the 
border with his family, his blueprints, 
and several of his key men. After wan- 
dering for some months as DP’s, they 
were able to re-establish their company 
at Wilhelmshaven. Later they acquir- 
ed rights to a new adding machine. The 
scene below shows the signing of the 
contract with Monroe. Mr. Wussow is 
second trom the left. The other gentle 
men, all Monroe personnel, are Secre- 
tary John M. McEvoy, Executive Vice- 
President Fred R. Sullivan, Export 
Manager George H. Zabriskie, and 
Assistant Works Manager Millian W. 
Fisher. The American company will 
have the right to make and assemble 
parts here, as well as to sell machines 
imported from Germany. 


@ Electronics, the infant science that 
lightly tosses off work that would re- 
quire an army of grown men, has 
taken over a new job in the offices of 
The Mutual Life Insurance Co. of 
New York at 1740 Broadway, New 
York City. The company has recently 
installed IBM’s new Cardro- 


hus 


grammed Calculator. Mutual is t 
the first company in its field to use 
the “CPC.” The four units are shown 
in the general view above, while a 
close-up of the electronic computer 
unit appears at the right. The CPC, 
which has 132 miles of wire and cable, 
500 relays, and 1,500 electronic tubes, 
performs complicated calculations at 
fantastic speeds. 


> Governor Hugh Gregg of New 
Hampshire receives a new No. 1800 
Sturgis executive chair from Sturgis’ 
New England representative, Harold 
L. Bell. The company commented that 
the governor and Mr. Bell have been 
friends for many years and that the 
governor just wasn't comfortable at 
his job until he was seated in one of 
his friend’s chairs. 
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q The Let-R-Guard steel filing cabinet 
has been reinstated in the line of steel 
cabinets manufactured by The Globe- 
Wernicke Co., Cincinnati, Ohio. The 
one-piece top, front, and bottom is elec- 
tro-welded to the wrap-around body to 
eliminate seams and_ corner 

The file is 
manufactured in two and four-drawer 


joints. 
Trim is of aluminum. 
heights. Various types of insert draw 
ers are available. 


q This portable clothes storage unit is 
designed for use where space is limited 
and low cost is a requisite. It will ac 
commodate ten coats and other items 
of clothing. Coats are secured by drop- 
ping a chain through the sleeve and 
then locking the chain in a slot in the 
door. The doors drop shut from above 
and are equipped with built-in locks. 
The unit is manufactured by Lyon 
Metal Products, Inc., Aurora, Ill. 


q The copying speed of this Copyflex 
desk-side copying machine has_ been 
increased by 50 per cent, according to 
its manufacturer, the Charles Bruning 
Co., Inc., 4700 Ave., Chi- 
cago 41, Il. This faster machine 1s 
identified as the Model 15. 


Montrose 


It is being 
produced in addition to the standard 
Model 14, whose speed is considered 
adequate for most office work. Model 


15 uses 220-volt AC current. 


OFFICE MANAGEMENT 


& A new office photocopier has been 
introduced by Cormac Industries, Inc., 
41 E. 42nd St.. New York 17, N. Y. The 
Cormac machine is a fully automatic, 
all-electric unit operating on 110-volt 


AC. It 


varying sizes and weights of 


turns out dry facsimiles on 
paper. 
Copies can be reproduced on both sides 
of the paper. The machine occupies a 
space about equal to that required by a 
typewriter. 


Y Now available in the United States 
is this push-button controlled spirit 
duplicator, This unit eliminates the 
need for blockouts and variable strips. 
It transfers columns and lines vertically 
and horizontally; it can post one, two, 
or three lines at a time to any position 
on the copy. Built-in adjustable stamp- 
ing can be used to stamp variable data. 
The U. S. distributor is Queen Systems 
Corp., 1055 Stewart Ave., Garden City, 
ey a ae 2 
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Y This “kite” clock is one of four new 
electric wall clocks recently added to 
the Chronopak Series manufactured by 
the Howard Miller Clock Co. of Zee 


land, Mich. The two triangular panels 
are of solid wood, each painted a dit- 
ferent color The clock is 22 in. wide 
and 16 in, high. 


@ Regna Cash Register, Inc., 175 Fiith 
Ave... New York 10, N. Y.. has place 

on the market an all-purpose combina 
tion cash register, adding and simp 


tied bookkeeping machine, This three 


in-one machine features an easy-view He 
a curved window that shows each pas. 
Y Thomas Collators, Inc., 30 Church 4 This electric insect killer is produced amount rung up; a double ribbon print- i 
St.. New York 7, N. Y., has recently by the General Preservation Corp., 623 ing mechanism for printing double cash 
marketed its new Thomas Tandem Front St., Toledo 5, Ohio. It uses Bug receipts; a back cover that provides easy ‘ yn) he 
Collator. This machine has two sec- san pellets, which, when heated by « access to the tape roll and totals, using 3 
tions of 16 bins each and operates on vaporizer lamp, give off lindane gas. the owner's keys; and silent operation. 
a tandem principle which permits col- Since this gas deposits minute crystals It is available in both manual and elec- a 
lating 32 pages in two groups of 16 on walls and ceilings, one treatment is trically operated models. The case is 
pages, in four groups of eight pages, said to be effective against insects for streamlined, low in silhouette, and is 
or in other combinations. Adjustable 15 davs. finished in enamel. 2 
trays allow variation in page sizes from “ 
>in. x 8/2 in. to 14 in. x 17 in. The — y The Mitchell Mfg. Co.’s portable in- 
en mpc ee wing —_ hing he ; no pssoenpies : 3 
wires. They may be plugged into any : 
existing outlets on the same main pow ae 
er transformer; they operate on 115 Na 
120-volt AC or DC. The cabinets are i 
of grey plastic. The system, which pro ‘9 
tee 


© The Harrison Steel Cabinet Co., Inc., 
ot Chicago, has recently introduced a 
new model desk, called the Continental. 


vides instant two-way communication, 
is produced by the Mitchell Manutac- 
turing Co., 2525 Clybourn Ave. Chi 
cago 14, Ill. 


The desk measures 60 inches by 30 S 
inches. Included among its features ee 
are removable islands with adjustable : 
glides, which make it possible to adjust ie 
the desk height from 29 to 30 inches. ce 


The file drawer has full cradle suspen 
sion, while all other drawers operat 
on nylon rollers. The center drawer is 
equipped with a convenience tray. In 
addition, the desk is provided with two 
reference shelves. The Harrison Steel 
Cabinet Co., Inc., is located at 4718 
W. Fifth Ave., Chicago 44, Ill. 
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4 This telephone has been equipped 
with an E-Z Dial, which is designed to 
make the letters and numerals more 
legible. The dial is made of plastic 
and is easily snapped onto any standard 
telephone. The numerals and letters 
are separated; this feature is designed 
to reduce eyestrain and dialing errors. 
The manufacturer is Clarence Wolff, 
255 W. 84th St., New York 24, N. Y. 


Y Congoleum-Nairn’s line of Gold 
Seal tiles has been increased by 17 new 
vinyl asbestos patterns in a swirl mar- 
ble design, using brilliant colorings. 
These tiles, known as VinylBest, are 
manufactured in nine-inch squares, and 
are suitable for installation on concrete 
floors in contact with the ground, as 
well as over suspended wood and con- 
crete floors. Congoleum-Nairn, Inc. is 
located at 195 Belgrove Drive, Kearny, 


N. J. 


4 The Calca-Dial is a device to simpli- 
fy payroll computations. It consists of 
a plastic base, a wage disk, and a mov- 
able plastic dial, By turning the dial, 
the user can determine time worked 
and wages earned in straight time, 
overtime, or both, for periods up to 
six days. The Calca-Dial is produced by 
Evans Specialty Co., Inc., 407 N. Mun 
ford St., Richmond 20, Va. 


WY This typewriter is a de luxe model 
which has just been introduced by 
R. C. Allen Business Machines, Inc., 
678 Front St., N.W., Grand Rapids, 
Mich. It is one of the “700” or “Viso- 
matic” series and does not replace the 
standard “600” models, now known as 
the “R. C.” line. The new model fea 
tures a removable platen, a simple mar 
gin mechanism, and improved tab de- 
sign and operation. 


a This telephone stand is one of three 
new items of office equipment which 
have just been announced by the In- 
vincible Metal Furniture Co, of Mani 
towoc, Wisc. The other items are a 
bookcase and a typewriter shelf which 
can be inserted into any of Invincible’s 
standard desks. The telephone stand 
is 18 in. wide, 29 in. high, and 18 in. 
deep. It has an opening to accommo- 
date telephone books and is also 
equipped with a locked compartment 
for the safekeeping of private papers or 
other valuables. The stand and the 
bookcase are obtainable in finishes to 
match the six standard Invincible desk 
colors. The bookcase is offered with or 
without glass doors. 


OFFICE MANAGEMENT 


4 A new soap-type eraser is now of- 
fered by Richard Best Pencil Co., Inc., 
211 Mountain Ave., Springfield, N. J. 
Its resistance to crumbling is said to 


reduce the amount of crumbs and to 
extend the life of the eraser. The new 
eraser is known as the “TAD.” <Ac- 
cording to the manufacturer, the spe- 
cial qualities of the new product are 
due to its Vinylite resin base. 
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MITTAG & VOLGER, INC. 


Park Ridge, New Jersey 
Fine Carbon Papers and Inked Ribbons 


NEW YORK 7, N. Y. 
261 Broadwoy 


KANSAS CITY 6, MO. 
1013 Grand Ave. 
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BOSTON 10, MASS. CHICAGO 6, ILL. 


75 High Street 558 W. Washington St. 
SAN FRANCISCO 5, CALIF. LOS ANGELES 13, CALIF. 


591 Mission Street 406 So. Main St. 


OFFICE MANAGEMENT 


GREAT NAMES 
FOR SPARKLING 
PERFORMANCE 


Completely new! Entirely different! . . . and little wonder. 


M & V technicians asked thousands of users around the nation 
“What features do you want in carbon papers?” 

The result? A revolutionary carbon paper concept ... papers as 
exciting to work with as they are lovely to look at. 

Slip-proof Miracle Tone curl-less back; amazing smudge re- 
sistance; clean edge, cut corner convenience; deep-down multiple 
copy ability; super durability; the ultimate in copy perfection. 


SEND FOR FREE SAMPLES! 


ere ee aaa 


MITTAG & VOLGER, INC. Park Ridge, New Jersey 
| I want proof! Rush samples immediately. ~ Sey 
I use a Regular [1] Noiseless (1) Electric [J 
| typewriter and usually make copies. 
Name Mas 
; Address —_ = 
i City Zone State__ 
43 
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‘THE EMPHASIS in union circles, according to those who 
follow labor affairs closely, is to be on organizing white 
collar office workers in the next few months, and in 1954. 
This will pose some new problems to you, personally, 1! 
your workers hecome unionized, and also to your customers, 
who may feel the brunt of the union assaults. 

The Congress of Industrial Organizations here has issued 
its first new international union charter in years—to set up 
the Insurance Workers of America. The new union, with 
plenty of financial aid from the CIO, has embarked on an 
intensive field campaign. 

John Riffe, the CIO's new executive vice president and 
organizational director, has announced here that the giant 
unions’ drive to organize the unorganized includes assign- 
ment of adequate recruiters to the white-collar field. In 
other words, CIO is offering each affiliated union help in 
recruiting all employees, including the office workers. 

American Federation of Labor’s Office Workers Inter- 
national Union has chosen Howard Coughlin as president. 


He has a record of success in organizing New York City 


office workers. 


AS TO BUSINESS from here on out, Federa! economists 
are keeping their fingers crossed, particularly when they 
glance over the statistics showing a record first-half in °53. 

Total sales of all retail stores in June amounted to $14. 
700,000,000, about six per cent above those of a year before, 
according to the Department of Commerce. For the first 
six months, total retail sales were running one or two per 
cent above those for the same period a year betore. 

But building was running 10 per cent ahead. Personal 
income was at an annual rate of about $282,000,000,000 for 
the entire first six months, reaching a rate of $284,500,000,000 
a year by June. 


This is a rearing prosperity, by all past standards, 


HOWEVER, THERE ARE bankruptcies, even in a period 
of roaring prosperity. Smart businessmen consider this to 
be a period in which they must exercise the greatest possible 
caution in many fields—purchasing, extension of credit, and 
tightening on expenditures, wherever possible. 

One of the largest appliance chains in the nation’s capital 
went into bankruptcy recently, although its sales for the 
preceding year had been the greatest in its history. Its basic 
trouble was in its accounts receivable. Few of the people 
who owed the company will welch, but they didn’t pay on 
time. The lag in collections proved fatal 

Some of the signs indicating caution are these: 

1—Consumer debt now stands at the highest point in his- 
tory. The FRB found that the people most prone to go into 
debt are those in the middle to moderately high ($3,000 to 
$7,500) income class, and particularly younger married 
couples with children. 


2—Consumer prices, which seemed to level off in the first 


Of interest from Washington 


by Larston Farrar 


quarter, now are going higher than ever—and may be ex 
pected to continue to rise, thus chipping away the “new” 
income of workers, such as factory workers, who now aver 
age some $13.19 more a week than they did only three 
years ago. 

3—Uncle Sam isn’t buying as feverishly as he did, either 
for the hard goods of war, or for the little everyday house- 
keeping items that must be used by Federal agencies. While 
Federal spending is not crucial, in this kind of an economy, 
it nevertheless is important, and when a big customer lik« 
Uncle Sam cuts his spending, it is felt all over the place, 
in time. 

4—The end of actual fighting in Korea indicates a let- 
down in military spending as time goes on. For this reason, 
the mere end of fighting is bound to be deflationary, in the 
next six months or so. 

5—General psychology. What people think can never be 
discounted in this kind of an economy. An increasing num- 
ber of businessmen are thinking that there will be a down- 
turn. If enough of them think it—and act like it—there 
will be. 


CONGRESSMEN ARE NOW at home, or junketeering, 
and citizens are appraising the work of the legislators in 
the recent session, as well as thinking of what’s to come in 
the second session, which starts in January. 

It’s a good time to him personally, if you have some 
thing to tell your Congressman. The average legisla 
tor, no matter what his party, is glad to hear from con- 
stituents, and particularly from those in business. 

On the economic front, Congress did not muddy the 
waters appreciably in the recent session, according to most 
business observers here, 

The postal increase proposals—which are bound to be 
revived in the new session—won quite a bit of opposition. 
The bugaboo of a Post Office deficit has been brought out 
of the closet so often, it doesn’t frighten anyone any more, 
and lots of educators, publishers, and just plain Americans 
think that there are other considerations, besides the postal 
deficit, to be taken into consideration in any general postal 
increase. 

Republican leaders say privately that they are not a bit 
proud of the scanty record of achievements chalked up in 
the first session. But they add that the people understand 
that it will take time for the Republicans to get a line on 
the operations of the Federal government and to bring forth 
real reforms. Some Republicans even hint that it’s bound 
to take eight years, if not 16. 

Only time will tell whether or not the domestic and inter- 
national policies endorsed by Congress in the recent session 
will bear good fruit for the country. It is evident that the 
Republicans made more policy—on Capitol Hill—by post- 
poning decisions on many issues than by taking a stand on 
the issues. Since the Republicans are ultra-cautious, in view 
of their hairline majorities in the House and Senate, this may 
be the way they will act again in "54. 
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More and more stores 
and public buildings 
specify 


FLOOR WAXES WITH 


LONG-WEARING BEAUTY 


In department stores and other public buildings the trend is to waxes 
formulated with Du Pont ‘“‘Ludox”’ colloidal silica. Invisibly tiny 
particles of ‘“Ludox”’ in waxes give floors new walking safety. 

Waxes properly formulated with “Ludox”’ have extra film 
hardness. They are fully equal to the best of floor waxes in 


How ““LUDOX” 
gives slip resistance 


As the foot presses on the waxed floor, 
submicroscopic particles of “Ludox” 
(so small that there are more than 300 
trilhon under the heel alone) press into 
larger, softer wax ‘ “| ‘ 

particles. This 


provides a unique 

snubbing action 

... helps keep the =, -.. Sy 
. 
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foot from slip- * eaten ee 
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gloss, water resistance, leveling and other desirable proper- 
ties. With all these advantages, you can see why waxes containing 
‘‘Ludox”’ are specified by more and more safety and maintenance 
engineers. 

If you are not already using anti-slip waxes containing ‘“‘Ludox,”’ 
ask your supplier about them. Or, if he cannot supply you with a wax 
fortified with ‘Ludox,’”’ consult E. I. du Pont de Nemours & Co. 
(Inc.), Grasselli Chemicals Dept., 4147-E Du Pont Bldg., Wilmington 


98, Delaware. 
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GETTER THINGS FOR BETTER LIVING 
- .- THROUGH CHEMISTRY 
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CURRENT TRENDS in medical insurance were discussed 
at a panel session sponsored by the American Management 
Association during its recent National Insurance Conference 
held at the Hotel Statler, New York. 

Chairman Bert W. Nichols of The Standard Oil Co. 
(Ohio) commented in his introduction that he considered 
the current programs to be in line with the ideas on medical 
protection expressed by Secretary Qveta Culp Hobby of the 
Department of Health, Education, and Welfare. 

The first of four speakers was Frazier Wilson, manager 
of United Air Lines’ Insurance Division, who discussed 
medical insurance from the company standpoint. Mr. Wil- 
son felt that a sound program of health protection was 
beneficial not only to the employee but also to the company, 
since a man who is worried about the possibility of heavy 
medical, surgical, or hospital expenses is certain to be a less 
effective employee. 

The planners of group insurance, said Mr. Wilson, must 
distinguish between an individual’s routine medical ex- 
penses, which can be anticipated and budgeted as easily as 
gas and light bills, and the less predictable, and more seri- 
ous, expenses resulting from accidents or sickness. 

United’s plan covers hospital room and board benefits up 
to $12 a day, surgical expenses to $245, payment for accident 
care in a doctor's office, coverage of children between the 
ages of 14 days and 22 years, and a maximum coverage of 
$2,000 for polio. 

The catastrophe medical plan, which provides coverage 
for exceptionally heavy medical expenses, was described by 
the speaker as “perhaps the finest thought which has been 
introduced into group insurance in many years.” He de- 
clared it should be made available to employees if at all 
possible. 

Mr. Wilson added, “It may be the catastrophe plan, added 
to the basic plan, will offer the financial relief we have been 
seeking and which is so essential to the financial rehabilita- 
tion of the employee who has suffered serious illness.” 

The United plan also includes life insurance. The current 
limit is $15,000, and the plan has been extended to em- 
ployee’s wives in the amount of $1,000. In addition, the 
program includes a “group continuance plan” by which an 
employee acquires a minimum total of $1,659 in paid-up 
insurance on his retirement, at a cost of 15 cents per $1,000 
per month of his working life. This benefit is made possible 
by the use of a “surrender-charge pool idea” whereby prem- 
iums paid in by employees who stay with the company for 
less than five years are not refunded. 

United is currently studying a plan to make half of the 
paid-up life insurance benefit available to the employee for 
hospital and medical expenses after retirement should either 
he or his wife require it. 

Frank Van Dyk, vice president of the Associated Hos- 
pital Service of New York, discussed the expansion and im- 
provement of Blue Cross and Blue Shield plans. 

The public is willing to pay for adequate medical cover- 
age, Mr. Van Dyk said. While some of the nation’s 89 Blue 
Cross Plans have been somewhat curtailed in the face of 
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Medical insurance trends covered at AMA conterence 


rising hospital costs, those which have maintained or im- 
proved their services have been the most successful, even 
where it was necessary to increase the rates. 

Many of the Blue Cross plans have increased their bene- 
fits in some cases to provide practically full protection 
against the cost of semi-private hospital care for as long as 
120 days. Other plans are working through Health Service, 
Inc., a non-profit corporation established by Blue Cross to 
meet the needs of large firms with employees in several 
different areas for a uniform program of benefits that could 
be offered to all such employees. 

Through Health Service, Inc., a progra mof catastrophe 
coverage in excess of the basic health service contract now 
can be made available. In many cases the exclusions usually 
stipulated in Blue Cross contracts, such as benefits for pul- 
monary tuberculosis, contagious diseases, and mental and 
nervous disorders, can be removed. 

Paul E. Britt, second vice president of the Connecticut 
General Life Insurance Co. of Hartford, Conn., discussed 
the medical coverage offered by commercial insurance com- 
panies. 

Mr. Britt suggested that the rising costs of hospitalization 
insurance may be countered, at least in part, by deductible 
and coinsurance provisions. So far, little has been done to 
introduce the principle of a first dollar deductible, except 
in the case of out-of-hospital doctor’s calls, he said. 

However, Connecticut General Life has been experiment- 
ing with the deductible approach in the hospital field on a 
few large cases where it seemed to be the alternative to a 
substantial rate increase. The deductible has varied between 
$20 and $35 and has applied either to all hospital admissions 
or only to those resulting from non-surgical illness. 

It is too early, Mr. Britt reported, “to say how the results 
will check out with the predictions, but the short-term im- 
provement in experience makes us very hopeful.” 

Mr. Britt declared that group medical catastrophe insur- 
ance is the outstanding improvement in the hospitalization 
field for this decade. Connecticut General Life now covers 
170,000 employees under such a plan with a sliding scale 
deductible plan. About 6,000 employees are covered under a 
fixed deductible plan. 

The final speaker was Ralph T. Heller, chairman of the 
Health Insurance Council and second vice president of The 
Prudential Insurance Co. of America. 

Prepaid medical, surgical, and hospital care is expected 
to increase tremendously, said Mr. Heller. “Some persons,” 
he said, “will always be able to pay cash for their care. 
More than do so could if they would, but for the great bulk 
of us the prepaid pattern is the easier and preferable way.” 

Voluntary health insurance, according to Mr. Heller, is 
presently favored over insurance paid for by the government 
out of taxes. However, the problems of voluntary insurance 
call for cooperation by doctors, hospitals, and insurance 
groups. The Health Insurance Council, which is a confed- 
eration of most of the major insurance associations engaged 
in accident and health programs, works to promote this co- 
operation. 
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ISSUE OF 
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men 


WILL BE 


NOVEMBER 


THE 1953 ANNUAL 
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. Office of the Year 


This complete pictorial and editorial exposition of 
the six winners of the “Office of the Year” awards, 
includes general plans and equipment layout.. 


The November isssue will be distributed in time for 
the National Business Show, which coincides with the 
official presentation of awards at the Annual Office 
of the Year Luncheon at the Waldorf-Astoria Hotel. 


All firms that have contributed to the planning, con- 
struction, or equipping of the award-winning offices 
have the opportunity to identify their products and 
services in the advertising pages of the November 
issue, 


CLOSING DATES FOR THE NOVEMBER ISSUE: 


Set copy, October 1 
Complete plates, October 5 


ISSUE 


OFFICE MANAGEMENT 


FURNITURE IN OFFICE MODERNIZATION 


A special feature, most appropriately tied in with 
the type of offices honored in the “Office of the Year” 
Awards, will be a complete editorial section featuring 
the vital part which wood and steel furniture play 


in the modern office. 


Articles and illustrations will make up an up-to-the- 
minute presentation of the office furniture situation 
in all its phases, to give management executives a 
comprehensive picture of the potentialities of good 
furniture and its efficient adaptability to every vary- 
ing office need. 


This special section presents opportunities for manu- 
facturers of wood and steel furniture. Advertise- 
ments in this section sell key executives in major 
firms while modernization is the keynote prompted 


by the Office of the Year awards. 


The Magazine for Management Executives 


212 FIFTH AVENUE 


NEW YORK 10, N. Y. © 


Sponsors of the Annual “Office of the Year” Awards 
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A Monthly Feature 


Tools of the Office 
Desk Lamps 

_ Office Lighting Fixtures 
Visible Index Units 


Manufacturers’ List on Page 65 


i 


Mario model 52-132 desk lamp 


Aeme Lite Products Co. 


Acme specializes primarily in desk 


lamps of the fluorescent type. Mode! 
G, illustrated on the opposite page. ‘ 
is equipped with a clamp by which it 
may be secured to the desk. Models DD 
and I)-L each have a heavy die-cast 
base which rests solidly on the desk 
top. 
\ll models may be ordered in one 
light or tworlight versions, and model 
G is also obtainable with incandescent 
light. The iamps are finished in a new 
polymerin finish, either brown or grey. 
The inside surface of the shade is fin- 
ished in baked white enamel. 
Prices. From $12.10 to $28.60 for flu- 
orescent models; $12.10 for the incan 
descent model. These prices do not in 
clude the light bulb. 


pies ow 


Arrow Lamp Mfg. Co. 
The Arrow Lamp Mig. Co. offers 

a variety of desk lamps which have 

ornamental as well as utilitarian value. , 

Of these, the Model 9505 is illustrated 

at the left. 

This lamp has a heavy swinging 


arm which permits the shade to be ad- 
Arrow Lamp Mfg. Co. model 9505 Versen model 4443 justed over the desk. It is equipped 
with a three-way light. 

Shades of molded plastic are avail 
able in various colors. The lamp itselt 
is finished in satin brass. The total 
height is 20 inches, and the shade 


measures 14!'4 inches across. 


Art Specialty Co. 

The Litemaster President No. 61, 
which appears in an_ illustration on 
page 50, is offered by the Art Specialty 
Co, This lamp 1s of the fluorescent 
type, using two standard 15-watt tubes. 


a a ” Le Lene 3 
Colonial-Premier No. ATDCL-1 


32 Courtcraft model DS3 
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The base is die cast and weighted. 
It is equipped with rubber bumpers 
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shaft 


for surface protection. The 
curves forward to bring the light for- 
ward over the working area. 

The shade is of heavy gauge steel 
ind measures 18%” in length. The 
lamp is finished in grey or in English 
vronze, and the reflector is of wash- 
ible porcelain white enamel. 

Price. $17.95. 

Bainbridge, Kimpton & Haupt, 
Ine. 

The Bainbridge lamp shown on page 
10 is the Easy-Vision model 4236 
which is the newest addition to the 
ompany’s line. This lamp has a heavy 
vase and a curved arm; these features, 
iccording to the company, add to the 
nobility and stability of the lamp. The 
light itself is below eye level, to protect 
the eyes. 

The lamp is triple electro plated. It 
has a three-way socket using 50-watt, 
100 watt, or 150-watt standard incan- 
descent bulbs. Available finishes include 
satin chrome with satin chrome shade 
( No. 4236-13), satin brass with Dubon 
net shade (No. 4236-25), and _ satin 
brass with tole green shade (No. 4236- 
26). 


Colonial-Premier Co. 

Colonial - Premier manufactures a 
line of desk lamps finished in silver 
or Flemish brass. These lamps have 
decorative value in addition to their 
usefulness for illumination. 

The model pictured on page 48 is 
No. ATDCL-132. This lamp uses a 


12-inch circline fluorescent tube. 


Copy Right Manufacturing Co. 

Copy Right produces a special fluo 
rescent lamp designed specifically for 
attachment to front-vision, automatic 
line-by-line including 
Copy Right, Error-No, Line-A-Time, 
and Pres-to-line models. The picture at 
the right shows it attached to a stand 
ard copyholder. 


copyholders, 


This unit is suitable for clamping to 
12°, 16, or 20° models of the makes 
listed, while a larger model is manu- 
factured tor use with 25” copyholders. 
Light is furnished by a 15-watt fluores 
cent tube. The lamps are finished in 
grey. 

Prices. $18, for models used with 12”, 


Next Month: 
File Cabinet. 


Transfer Files 
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16", and 20” copyholders; $20, for mod- 
els used with 25” copyholders. These 
prices do not include the fluorescent 


tube. 


Courteraft Manufacturing Co. 

A notable Courtcralt 
lamps is their use of leather for decora- 
tive purposes. The model DS3, shown 


feature of 


on the opposite page, has a heavy base 
covered with gold tooled Florentine 
leather. The base also has holders for 
pen and pencil. 

This lamp has two plated bronze 18° 
flexible arms to make possible the easy 
adjustment of light as required. The 
sockets are of porcelain. The reflectors 
are of a modern Swedish design, with 
gold trim to match the leather. Avail 
able leather colors are brown, maroon. 
green, oyster, gray, persimmon, and 
pine. 

A single arm lamp, model DS2, is 
similar. Other models, also featuring 


leather, are available. 


Prices. For the double arm mode! 
DS3, $20: for the single arm mode! 


DS2, $15. 


Dazor Manufacturing Corp. 
offers a line of fluorescent 
The line includes a desk 


Dazor 
desk lamps. 
model; a universal model, which may 
be clamped or screwed to any surtace, 
whether horizontal, vertical, or sloping; 
a pedestal model, which stands directly 
on the floor; and two bracket models, 
one of which is designed to be at 
tached to the underside of a drawing 
board, while the other may be attached 
to a round or square leg of a business 
machine. The desk model appears in 
a picture at the right. 

A feature of Dazor lamps is what the 
manufacturer calls the “floating arm.” 
Its special characteristics are its free- 
dom of movement and its ability to 
remain in any position without lock 
ing. Available arm extension lengths 
are 24” and 34’, 

All models use two fluorescent tubes, 
and the universal 
tainable in a one-tube version. 

Prices. For the desk model shown, 
from $29 to $33.25, depending on pow- 
er factor and circuit voltage. Other 
models range from $18.75 to $38.75. 
are slightly 


model is also ob 


Prices in western U. S. 


higher. Tubes are extra. 


Flexo International Corp. 

The Flexo Jr. fluorescent desk lamp 
is pictured on page 48. This model 
is equipped with a clamp by which it 
may be attached to any surface with a 
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General Lamps’ Fluorescent Flex 


M. G. Wheeler model 1700 


Tee gore 


Dazor desk model 


Copy-Right copyholder lamp 


Acme Lite Products’ model G 
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Art Specialty No. 61 Litemaster 
President 


Bainbridge, Kimpton . — 
Eazy-Vision model 4236 


General Lighting model 1404 
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thickness of up to three inches. The 
bolts may be removed for screw fasten- 
ing. 

The arm is available in either a 20° 
or 25” length. It is adjustable to any 
position, and it has a spring arm con- 
struction to enable it to stay in position 
where placed. During the last year the 
manufacturer increased the structural 
strength of the lamp. 

Models are available with one or two 
lamps. Fluorescent tubes of either 15- 
or 20-watt capacity are used. 

Prices. From $13.50 to $29.50. There 
is no current delivery delay. 


General Lamps Mfg. Corp. 

The newest desk lamp in this com- 
pany’s line is a model with a gooseneck 
type arm. The lower portion of the 
arm is rigid, while the upper section 
is flexible, to permit adjustment of the 
lamp to any desired position. This 
model, identified as the “Fluorescent 
Flex,” is shown on the preceding page. 

This lamp is obtainable in one-tube 
and two-tube models. Eighteen-inch, 
15-watt tubes are used. The base is 
indented to hold pencils or pens. Fin- 
ishes are either grey or statuary bronze, 
with brass. A condenser is provided to 
suppress radio interference. 

Prices. For the one-tube lamp, 
$10.95; for the two-tube lamp, $14.95. 


General Lighting Co., Inc. 

General Lighting’s model 1404 lamp 
is illustrated on this page. This lamp 
has three multi-direction swivels to 
provide maximum extension. The base 
and shade are available in simulated 
brushed brass or in color. The stem 
and swivels are in brass only. This 
model uses incandescent lamps up to 
60 watts. 

Other models offered by this com- 
pany include two wall lamps, one of 
which is mounted on a pantagraph, 
while the other has a short flexible 
section at the wall bracket. Both have 
a universal swivel at the lamp housing. 
Several other models are also available, 
including two with two lamps. 

Prices. For the model shown, $33. 


Other models range from $21.20 to 
$39.90, 


Industrial Lamp Corp. 

The desk lamp with the clock pic- 
tured on page 48 is offered by the 
Industrial Lamp Corp. The clock has 
The lamp 
shade swings in a 180° arc in order to 
direct the light as desired. 

This model is available with or with- 


a Telechron movement. 
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out the clock, and it may be ordered 
with a shade which accommodates 
either one or two 15-watt fluorescent 
tubes. 

Another lamp, of simpler design and 
without a swinging shade, is also of- 
fered in one-tube and two-tube models. 

All medels are finished in either gray 
or brown. A brushed brass finish is 
available in certain cases. 

Prices. For the model illustrated, 
with clock and single tube, $18.95. The 
range of prices is from $13.95 to $24.95. 
The smaller lamp is priced at $8.95 and 
$14.95 for the single-tube and double- 
tube models, respectively. 


Mario Manufacturing Co., Ine. 

The model 52-132 desk lamp pre- 
sented by the Mario Mfg. Co. is an 
ornamental lamp with a leather base 
and brass mounting and brass flower 
decoration. The shade is of fiberglass 
material with a leather binding at top 
and bottom to match the lamp. A 
variety of leather colors is obtainable. 
This lamp has a three-way socket. The 
lamp is picture on page 48. 

Another lamp, Model 53-141, has a 
leather covered cylindrical base with 
gold tooling. Like Model 52-132, it has 
a fiberglass shade. 

Prices. For the lamp shown, approx- 
imately $45; for the lamp mentioned in 
the second paragraph, about $22.95. 


The Mayfair Co. 

Illustrated at the left is Mayfair's 
“Jet 50” fluorescent desk lamp. Two 
models of this lamp are offered: the 
one shown, which takes a standard 15- 
watt tube, in a 15” shade, and the “Jet 
50-18,” which has an 18” shade. 

The Jet lamps have a one-piece base, 
and are finished in either walnut or 
grey. 


Mutual-Sunset Lamp Mfg. Co. 

Mutual-Sunset manufactures a va- 
riety of desk lamps, some of which use 
fluorescent tubes, while others use 
standard incandescent bulbs. A typical 
model, No. D16, takes a 15-watt fluo- 
rescent tube, and is finished in satin 
brass. The shade is mounted on a 
solid central base. 

Certain of the incandescent moddls 
take two bulbs and have ornamental 
value in addition to their usefulness for 
illumination. 


Kurt Versen Lamps, Ine. 
The Versen table lamp No. 4443, 
which is pictured on page 48, is repre- 
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sentative of the line of Versen lamps. 
In these lamps a particular effort has 
been made, according to the manufac 
turer, to add aesthetic beauty to func 
tional lighting. 

The No. 4443 has a plastic dome 
shade which is smooth to the touch, 
despite its burlap-texture appearance. 
The shade is 14” in diameter.  Fire- 
baked finishes are available in dusk 
grey, coral red, sage green, terra cotta, 
and black. 
plate. 

Other Versen lamps include floor 
and wall models, some with one lamp, 
some with two, and some with three. 
Incandescent bulbs are used. 

Prices. For the Model 4443, $15. 
Prices for other lamps range from $10 
to $44. 


Trim is in polished brass 


M. G. Wheeler Co., Ine. 


On the second page of this section 
will be found a photograph of one of 
Wheeler's series of “Sight-Light” 
lamps. The model shown is the No. 
1700 swivel-arm model. Others in the 
line are a floor model and a desk or 
table model. 

The swivel arm of the lamp illus- 
trated rotates 360 degrees, providing 


illumination of from 50 to 75 foot 
candles éver a wide desk area. 

The base is of thin metal designed 
never to be in the way of the user. 
Various color combinations are obtain- 
able: the arm and trim come in pol- 
ished solid brass and satin aluminum 
finish, while the base, shade, and bulb 
cup are finished in a choice of colors. 

The lamp is equipped with a solid 
aluminum reflector, a bulb-cup which 
both shields the bulb and serves as a 
reflector, and a light louver designed to 
protect the eyes from “bulb blindness.” 
The lamp takes a 100-watt incandes 


cent bulb. 


Price. $28.50. The No. 800 floor 
model is priced at $26.50 and the No. 
0500 desk and table model at $15.50. 


Office Lighting 
Fixtures 


Benjamin Electric Mfg. Co. 
Two styles of translucent plastic ceil 
ings are offered by the Benjamin Flec 
tric Mfg. Co.: “Sky-Glo” and “Panel 
Glo.” 


ceilings, and the two styles can be com- 


Both are used to cover entire 


bined in single installations, A section 
of Sky-Glo is illustrated on page 33. 
Sky-Glo is made of ribbed white 
vinylite supported by a framework of 
V-shaped channels. The material can 
The framework 


is suspended from the ceiling by rod 


be cut with scissors. 


Its use results in diffused 
lighting with 45° shielding. 
Sections measure three feet 


assemblies. 


square 
and are two inches deep. Openings 
between louver vanes are two inches 
square. 

Panel-Glo is made of the same mate 
rial and comes in panels of the same 
size as Sky-Glo. 
rugated. 


The panels are cor- 


The vinylite used in both types is 


“de-staticized” at the time of manu 
facture, in order to keep dust from 
tending to cling to the surface. 

Prices. For Sky-Glo, $2.50 per square 


foot; for Panel-Glo, $1 per square foot. 
i | 


Curtis Lighting, Inc. 


A two-lamp “Coronet” luminaire ap- 
i 


pears in a photograph on page 5 


The Coronet series is manufactured by 
Curtis Lighting, Inc. 

Luminaires of this series are made 
gauge steel, with 


of heavy finished 


BETTER 

SEEING 

for the 

Third of 

Your Life 

at Your Desk... 


SWIVEL 


Nationally distributed by leading Office Furniture and Equipment Dealers 


ARM 


or write us for literature and prices. 


ciency. Relieves eye strain and fatigue. 
extends fifteen inches from swivel ball. 
degrees. Provides maximum light wherever needed. Wafer-thin 
base never in the way. 
colors. Sight-Light also supplied in floor, desk and table models. 


A genuine pleasure for every hour at your desk! Improves effi- 


Smart, graceful. arm 
Turns complete 360 


Solid brass combined with decorator 


M. G. WHEELER COMPANY, INC. Greenwich, Connecticut 
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white ename!. The side reflectors are 
available in either aluminum or steel. 
These fixtures are suspended trom the 
ceiling by stem or rod type hangers or 
they can be secured directly with close- 
ceiling mounting canopies. 

The two-lamp units, like the one il- 
lustrated, are available with 40° cross- 
wise shielding and 40° lengthwise 
shielding, or with 40° crosswise shield- 
ing and 25° lengthwise — shielding. 
When tive - foot low - brightness lamps 
are used, two-lamp units with 40° cross- 
wise shielding and 5° lengthwise shield- 
ing are also available. 

New this year are four-lamp fixtures, 
which provide 40° shielding both cross- 


wise and lengthwise. 

The two-lamp units are designed for 
use with four, five, six, and eight-foot 
fluorescent tubes; the four-lamp units 
may be used with four, six, and eight- 
foot tubes. 

There is no delivery delay. 


Day-Brite Lighting, Ine. 

Day-Brite’s latest type of office light- 
ing fixture is called “Mobilex” and is 
designed to fit in grid-type suspended 
ceilings. Mobilex lighting is of the re 
cessed type. 

The basic units are made in two 
sizes: two feet square, or two feet by 
four feet. Each of these units is avail- 
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able with two-lamp, threeldamp, ot 
four-lamp arrangements, using  fluo- 
rescent tubes. 

Each unit, moreover, may be 
equipped with glass panels, Boxco 
louvers, or molded plastic panels. The 
picture on page 54 shows a Mobilex 
unit with plastic panels. 

Units of this series are particularly 
intended for use with grid-type sus- 
pended ceilings which consist of inter- 
locked “tees” supported by Owens- 
Corning Fiberglas ceiling board. The 
units can be used singly or they can 
be mounted end to end or side by side. 
They rest on the rails of the grid open- 
ing instead of being suspended. After 
installation, additional fixtures may b: 
added by lifting out ceiling panels and 
installing the new units. 

At present there are no serious de- 
livery delays. 


Garden City Plating & Mfg. Co. 

Illustrated on page 54 is a two-lamp 
luminaire of the Garcy series, manu- 
factured by the Garden City Plating & 
Mtg. Co. These luminaires provide 
light distribution that is about 50 per 
cent direct and 50 per cent indirect. 
Top reflectors are available, however, 
to alter this distribution to about 90 per 
cent direct and 10 per cent indirect. 
The shielding angles are 35° crosswise 
and 30° lengthwise. 

The chassis is made of die-formed 
heavy gauge steel. The louvers are of 
rigid spring-lock construction, and snap 
on to the chassis by means of spring 
catches. All metal parts are finished in 
baked white enamel. The side panels 
are of milk-white polystyrene plastic. 

Units are available for four-foot or 
eight-foot fluorescent lamps. They may 
be mounted individually or in con- 
tinuous runs. Installation may be made 
directly against the ceiling, or the fix- 
tures may be suspended. 

For ease in replacing lamps, the 
louvers can be lowered by releasing the 
spring catch at either end. When low- 
ered, the louver is supported on 14” 
drop chains. Only one end need be 
lowered in order to replace a lamp. 

Prices. Vor No. 5082P-4, a four-toot 
unit for two 40-watt fluorescent lamps, 
$30.40; for No. SL5082P-4, a four-foot 
unit for two Slimline lamps, $35.40; 
and for No. SL5082P-8, an eight-foot 
unit for two Slimline Lamps, $57.90. 
Delivery is immediate. 


Gotham Lighting Corp. 


The Gotham Lighting Corp. is tea 
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Benjamin Electric Sky-Glo section 


turing a series of lighting fixtures 


rived trom the design of an hourglass. 


Appropriately, the line is known as 
the Hourglass series. Illustrated below 
is the Pendant Triple Hourglass, No. 
516. 

The basic hourglass unit provides 
both direct and indirect lighting. Two 
incandescent bulbs are used, one to 
throw light upward, the other to fur 
nish light downward. A die-cast louver 
is available to cover the bottom opening 
to shield the light. 

The fixture shown makes use 0! 
three hourglass units. A similar model, 
No. 525, is provided with a reflecting 
dome, and other models are available 
with one, two, or four hourglass units. 

Por decorative purposes, Gotham al 
so offers a series of mobiles to be used 
with the fixtures if desired. The design 
shown, called “Flying Disks,” consists 
of red, yellow, and blue forms  sus- 
pended from fine nylon thread. These 
are set in motion by slight movements 
of the air. Other designs are available. 

Prices. For the Model 516, $80; for 
the No. S6M mobile, $23. Other light- 
ing fixtures range from $26 to $224. 


The Edwin F. Guth Co. 


A Peer-Lite luminaire equipped with 


Albalite glass bottom appears in a pic 


Lightolier pin-up mode! 6491 
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curtis Coronet Lutainaire 


This is one ot various 
g illumination produced 
by the Guth Co. 

The Peer-Lite is designed for sur 
face or suspended mounting. It can be 
installed singly or end to end. It can be 
equipped with the diffusing glass 
lustrated, with prismatic lenses, with 
GrateLite plastic louvers, or with meta 
louvers. It can also be used without a 
bottom. This fixture is obtainable 
sizes to accommodate two, three, or 
tour fluorescent tubes in four-foot 0: 
eight-foot lengths. Light distribution is 
approximately 20 per cent uplight, and 
80 per cent downlight, but top-plates 
can be instalied to provide 100 per cent 
downlighting. 

The Peer-Lite is made of zine-plated 
and bonderized steel, finished in white. 
Side panels may be either luminous or 
solid. 

In addition, Guth manutactures a 
line of reflectors, both symmetrical and 
asymmetrical, known as “Fluo-flectors,” 
and a translucent polystyrene grid, 
known as “Gratelite.”” which is made 
in 11” x 48” sections and is used to cov 
er entire celings. 

Prices. For the open-bottom Peer 
Lite designed to use two 40-watt lamps, 
$38.90. The prices vary with size and 
type of bottom. ranging up to $138 for 


Gotham No. 516 triple hourglass 
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Holophane 9300 series Holoflux 


an eight-foot fixture with eight 40-watt 


lamps. 


Holophane Co., Ine. 

Holophane’s “9300” series fluorescent 
lighting units are represented by a phx 
tograph on this page of a “Holoflux 
luminaire. 

Fixtures of this series are mounted 
directly on the ceiling. They are shal 
low, having a depth of 44% inches, and 
this shallowness, according to the 
manutacturer, simulates recessed con 
struction without the expense of rough 
ing-in. 

These luminaires can accommodate 
either two or tour fluorescent lamps ol 
either the conventional bipin or the 
new single pin type. Models are manu 


1 


tactured for four-foot and eight-foot 
lamps. They can be installed singly or 
in runs. 

Relamping is facilitated by snap-shut 
hinged doors and provisions for th 
easy removal of the “Controlens.” 

Holoflux luminaires are made ot 
bonderized steel and = finished in 
enamel. The panels are of prismati 
glass. 

Prices, Model 9324, which, accord 
ing to the company, is 1ts most popular 
unit, is priced at $76.50, complete. 


This model uses four lamps. 


Tam Workshop pin-up lamp 
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Sunbeam P1290 series fixture 


Garden City two-lamp luminaire 


Guth Peer-Lite luminaire 


Lam Workshop Ine. 

The pin-up lamp offered by Lam 
Workshop Inc. is particularly useful 
where it is important to save space. It 
projects a total of seven inches from 
the wall. The lamp is portable and is 
hung on the wall by means of a pin-up 
type picture hanger. It was introduced 
only this summer. 

The shade is of a laminated fabric 
and plastic, while the bottom has a 
molded Fiberglas diffuser to provide 
glareless illumination. The arm is of 
lacquered aluminum and the switch 
hangs low, within easy reach. 

A picture of this pin-up fixture ap- 
pears on the preceding page. 

Price. $9.95. 


Lightolier, Inc. 

Lightolier produces a series of un- 
usual lamps like the pin-up model, No. 
6491, which is shown in the picture 
on page 53. 

This lamp is mounted on a wall with 
two screws and is plugged in like a 
desk lamp. The lamp is suspended 
over a pulley and is counterbalanced by 
a weight at the bottom of the cord. A 
wooden pull is provided to adjust the 
lamp in height and also, since it is 
pivoted for horizontal movement, to 
swing it to one side or the other as 
desired. 

Mesh-textured diffusers at the top 
and bottom of the shade make the light 
practically glare-free. The shade itself 
is of washable white linen-like Plexi- 
weave and the frame is finished in jet 
wrought iron. 

Price. Approximately $25.95, 


Litecontrol Corp. 

On this page is a photograph of the 
Litecontrol No. 6628 two-lamp lumi- 
naire. This is an eight-foot model. As 
Model 4624, it is available for use with 
two 40-watt bipin lamps, while Model 
4648 can accommodate four 40-watt bi- 
pin lamps in tandem. A fourth version 
is Model 6624, which is designed to 
take two four-foot Slimline lamps. 

These luminaires are of all-metal 
welded construction. The standard 


Day-Brite Mobilex unit 


OFFICE MANAGEMENT 


models have 38°-26° shielding, but 
43°-47° or 43°-27° shielding is avail- 
able on special order. These variations 
are possible by changing the baffles. 
The manufacturer claims a paint re- 
flectance of 89 per cent. The finish 
throughout is baked white enamel. 

All Litecontrol fixtures are 124% 
inches wide and 5% inches high. 
Lengths of 48% inches and 96% inches 
are obtainable. The company recom- 
mends that these units be pendant 
mounted and it manufactures 24-inch 
pendants for this purpose. 

There is no delivery delay. 


The Miller Co. 

Miller’s Burlington series of fluores- 
cent luminaires is represented by an 
illustration at the left. 

Burlington luminaires are manufac- 
tured in four and eight-foot lengths, 
and models in both lengths are ob- ; 
tainable to accommodate two or four 
regular or Slimline lamps. 

The fixtures are made of 20 gauge 
steel, rust-protected by a five-stage 
bonderite process. They are finished 
in baked white enamel. The shielding 
assembly, with its baffles and side rails, 
is made from one piece of steel. The 
side panels are of glass or plastic, as 
desired. 

The shielding assembly is secured by 
latches which can be easily released in 
order to change lamps. When this is 
done, the assembly swings down on 
chains. Relamping can be accom- 
plished on most models from the top, 
sides, or bottom. 

Shielding in the two-lamp models is 
35° crosswise and 45° lengthwise; in 
the four-lamp models it is 30° cross- 
wise and 45° lengthwise. 

Top reflecting plates are available as 
accessories. 

(To page 59) : 


Wakefield Theta-Plex installation 


September, 1953 
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cEAL 


D secret vault / 


Just right for the small office. A filing cabinet, 
a storage cabinet and a concealed secret vault 
all in one. The latest design in office cabinets. 
Contains four ball-bearing letter files plus three 
adjustable storage compartments under lock 
and key. Only YOU know the combination of 
the secret vault. Will pay for itself by preventing 
petty pilferage. 51'2"' high, 302’ wide, 17” 
deep. Olive green or Cole gray baked enamel 


finish. 


$7250 


high, 3312" wide, 17” deep 


No. 990 LETTER SIZE 


No. 1090 LEGAL SIZE 52'.” 


With legal size instead of letter size drawers $82.50 
—— 
No. 991—Similar to above =T= 
No. 990 but with two dou- Gay 
22a 
ble index drawers added, = 
replacing the top letter file = 
— “a 
drawer. Index drawers are oO 
designed for 3x5 or 4x6 | Fi 
cards (6400 capacity). 
Can also be used for can- "4 
celled checks............. $72.50 Stee ten, / 


Prices slightly higher in Texas, Colorado and West of the Rockies. 


Above cabinets with plunger-type lock 
that automatically locks all drawers. 
$8.50 additional 


The above cabinets in Grained Wal- 
nut, Mahogany or Knotty Pine finish. 
$12.50 additional 
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No. C335 3x5 $360 


No. C3353 3x5 $1200 


FOR TWO DRAWER UNITS 


No. Suggested Use Height Price 

32 = for 3x5 cabinets 15” $10.00 
42. for 4x6 cabinets 15” 10.00 
for 5x8 cabinets 1s” 10.00 
62 = for 6x9 cabinets 15” 10.00 


FOR THREE DRAWER UNITS 


52 for 3x5 cabinets 15% $10.00 
47B for 4x6 cabinets 15%” 12.00 
53B for 5x8 cabinets 1658" 14.00 
63B for 6x9 cabinets 115” 14.00 


STEEL SANITARY BASES 


Shpg. 

Weight 
11 Ibs. 
12 Ibs. 
12 Ibs. 
12 Ibs. 


12 Ibs. 
16 Ibs. 
17 Ibs. 
18 Ibs. 


Units on this page are designed for card record systems for use on desks. 
Also can be stacked in multiple units. Those on opposite page are for leases, 
contracts, insurance policies and other “higher than wide” office forms. Con- 
structed of top grade steel, electrically welded. Rubber feet are provided, 
can be easily removed for stacking purposes. Bail drawer suspension prevents 
accidental withdrawal from cabinet. New spring compressors for added record 
protection. Olive green or Cole gray baked enamel finish. 


“STANDARD CARD” CABINETS 


ONE DRAWER UNITS Shipping 

Card wt. 
No. Size Capacity Width Height Depth Price Packed Per Ctn. 
C335 3x5 1600 cards 6%" S%" 16” $3.60 6's 35 Ibs. 
C346 4x6 1600 cards 7TH" 6%" «616 4.20 6's 40 lbs. 
C358 5x8 1600 cards 956° 7%" 16” 5.40 3's 28 Ibs. 
C369 6x9 1600cards 1058 8%" 16” 8.40 2's 23 Ibs. 


TWO DRAWER UNITS 
C3352 3x5 3200cards 12%" SY" 16” $6.30 2's 19 Ibs. 
C3462 4x6 3200cards 14% 6% 16” 7.20 2's 25 Ibs. 
C3582 5x8 3200cards 18%" 7%" 16” 960 2's 32 Ibs. 
C3692 6x9 3200 cards 20%" 8%" 16” 12.00 I's 20 Ibs. 


THREE DRAWER UNITS 
C3353 3x5 4800cards 18%" 5%" 16” $12.00 I's 19 Ibs. 
C3463 4x6 4800 cards 21%" 6%" 16” 15.00 1's 22 Ibs. 
C3583 5x8 4800cards 27%4" 7%" 16” 18.00 1's 27 Ibs. 
C3693 6x9 4800cards 302% 8%" 16” 25.00 1's 32 Ibs. 


LOCKS: Cabinets equipped with lock and key add $2.10 per drawer. 


RODS: Cabinets equipped with rods for punched index cards add $3.00 per drawer. 


WALNUT OR MAHOGANY FINISH add $6.00 for 1 drawer units, $8.00 for 2 drawer, 
$10.00 for 3 drawer. 


Prices slightly higher in Texas, Colorado and West of the Rockies. 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS AVAILABLE ON REQUEST 
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—f MSTEEL CARD CABINETS 


No. C364 6x4 $840 


No. C3642 6x4 $]440 See 
No. C3364 6x4 $2Q00 ae 
: 
“HIGHER THAN WIDE” CABINETS - 
ONE DRAWER UNITS Shipping 
Card wt. ste 
No. Size Capacity Width Height Depth Price Packed Per Ctn. , 4 is 
C364 6x4 1600 cards en ee | $8.40 I's 9 Ibs. ae 
C385 8x5 1600cards 65% 10% 16% 12.00 I's 12 Ibs. "a 
C396 9x6 1600 cards a6 VT? Oe 14.40 I's 13 Ibs. 
TWO DRAWER UNITS 
C3642 6x4 3200 cards 1234” — $14.40 1's 15 Ibs. = 
C3852 8x5 3200 cards laan”6hClC OT” 16.20 l‘s 18 lbs. & 
e C3962 9x6 3200 cards 14%" 11% 16% 19.20 l‘s 23 Ibs. 
THREE DRAWER UNITS ee: 


C3364 6x4 4800 cards 143%” eS” 6 $20.00 1's 22 Ibs. STEEL SANITARY 
, , C3385 8x5 4800 cards 18%" 10” 16” 24.00 I's 26 Ibs. BASES 
C3396 9x6 4800 cards 26°C OUT 30.00 I's 33 Ibs. FOR TWO DRAWER UNITS 


Shpg. 
DOCUMENT FILE No. Suggested Use Height Price Weight ie . 
Shipping 32 = for 6x4 cabinets 15” $10.00 11 Ibs. 8 aoe 
THREE DRAWER UNIT wt. 32 for 8xS cabinets 15% 10.00 11 Ibs. 
No. For Forms Capacity Width Height Depth Price Packed Per Ctn. 42 for 9x6 cabinets 15” 10.00 12 Ibs. by 
C3105 10%'x5" 1000 leases 18% 12% 16% $19.95 1's 32 Ibs. FOR THREE DRAWER UNITS in 
42 ~—s for 6x4 cabinets 15” $10.00 12 Ibs. o 4 
LOCKS: Cabinets equipped with lock and key add $2.10 per drawer. 52 for 8x5 cabinets 15” 10.00 12 Ibs. a 
. ata 
RODS: Cabinets equipped with rods for punched index cards add $3.00 per drawer. a wei ie — wo 
WALNUT OR MAHOGANY FINISH odd $6.00 for 1 drawer units, $8.00 for 2 drawer, FOR THREE DRAWER DOCUMENT UNIT 
$10.00 for 3 drawer. 52 for 10’ex5 cabinets 15% $10.00 12 Ibs 
4 
SEND FOR COLE’S LATEST 1953 CATALOG 4 
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wrong way right way transfer to pronto 


Records thrown on shelves are Records in Prontos can be located Save money, transfer into low cost Prontos 
hard to find, collect dust and ina jiffy. .. Stay neat and orderly and use your expensive cabinets over again. 
take up 50% more room. Doubles your filing space. 


SANITARY BASES 
for all size files $3°° 


There is a size made for every office record. These Pronto files 
are sturdily built of 275-lb. test fibre board, reinforced with 
FOLLOW steel on the shell and the four corners of the drawers as well. 


BLOCKS They cost no more than ordinary files! Can be interlocked into 
90¢ ADDITIONAL 


: solid units and stacked to the ceiling. Beautiful in appearance, 
Made for any size file , . a a 
finished in olive green to match your regular office files. Will 


LETTER SIZE $355 last a lifetime. 


LEGAL size $435 ie Ae. o® ; ad 
CHECK size $240 B 


Prices slightly higher in Texas a To RAG £ Fi LE s 


Colorado and West of the Rockies 


PRONTO FILE CORPORATION 285 Madison Ave., N. Y. 17, N. Y. 
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(Continued from page 54) 


Prices. Depending on the model, 
prices range from $27 to $57 for four- 
foot fixtures. There is no current de- 
livery delay. 


Sunbeam Lighting Co. 


One of the P1290 series of fluores- 
cent lighting fixtures manufactured by 
the Sunbeam Lighting Co. appears in 
the photograph on page 54. 

Sunbeam’s models are of the semt- 
indirect type with translucent panels 
for light diffusion, They are of a shal 
low design and are painted white 
throughout. 

Fixtures of this series are intended 
only for pendant installation. They 
may be placed in series or may be 
mounted singly. Available are units 
for two or four fluorescent lamps of 
48-, 72- or 96-inch length. 

Prices. Prices vary, depending on 
the electrical and illuminating require- 
ments. For a unit designed to take 
two 40-watt lamps, the price is approx- 
imately $38. 


Sylvania Electric Products, Inc. 

This company is currently introduc- 
ing a new line of Auorescent fixtures 
known as the IC (Eye-See) Series. 
One of the new models is pictured on 
page 54. 

IC fixtures are manufactured in 
lengths of four, five, and eight feet. 
Models vary to accommodate fluores- 
cent tubes of 40, 75, and 90 watts. The 
units are made of 20-gauge steel, 
bonderite treated, and finished in 
enamel. 

Shielding is accomplished by means 
of louvers, which give 45° protection 
both lengthwise and crosswise. Light 
distribution is 60-40. 

Prices. Owing to variations in size 
and special features, the prices vary, 
but they range generally from $29.20 
to $65.10. There is no delay in de 
livery. 


The F. W. Wakefield Brass Co. 


Wakefield has developed four sys 
tems of modular units for overhead 
fluorescent lighting, some of which are 
combined with acoustical baffles, pro 
visions for heating and ventilation, and 
sprinklers for tire control. Collectively, 
the systems are known as Wakefield 
Geometrics; each method is identified 
by a Greek letter. 

Theta Plex, the system illustrated on 
page 54, is based on a four-foot module 
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which integrates lighting, acoustical 
baffles, air distribution, and sprinklers. 
A ladder-type system of fluorescent 
lighting channels is mounted on the 
structural ceiling, and below this is sus- 
pended a series of translucent panels. 
The panels are of Plexiglas or Lucite 
to diffuse the light; lamp outlines are 
not visible through them. The panels 
are provided with touch-latches so that 
they may be swung down for access to 
the space above. 

These four-foot modules may be 
joined in various combinations. In the 
installation shown, acoustical baffles 
have been placed beneath them at four 
foot intervals. These baffles are in- 
tended to reduce the “travel” of sound 
across the ceiling, and the company be 
lieves a noise reduction of 50 per cent 
is possible with them. 

The intersections of the baffles may 
be used to provide outlets for a sprin- 
kler system, and they can also be 
equipped with high-velocity venturas 
for the distribution of warm or cool air. 
In the normal installation, venturas al- 
ternate with sprinkler heads. 

Sigma Plex, another Wakefield sys- 
tem is similar. It is based on a five-toot- 
square module, and metal partitions 
may be substituted for the acoustical 
baffles of the Theta Plex system. 

Beta Plex is designed for recessed 
mounting in a suspended ceiling. The 
modules may be used individually or in 
a variety of combinations. Module sizes 
ae? 247,727,274, m8 2%. 
They may be supplied with Plexiglas 
or Lucite diffusers, or with louvers. 
Baffles, venturas, and sprinklers are not 
used with Beta Plex. 

Omega Plex is much like Beta Plex, 
except that it is used when it is neces 
sary to mount the units directly on an 
existing ceiling. 


Visible Index Units 


Art Metal Construction Co. 

The Postindex desk book No. 8554, 
pictured on page 64, is a 54-pocket in 
dex book bound in luggage cloth. The 
pockets are of Kraft paper, and they 
accommodate cards, together with title 
inserts, in three-by-five, six-by-four, and 
eight-by-tive sizes. The pockets are 
provided with bottom hinges to facili- 
tate posting. Bar type holders are used. 


All types of signals may be used on 
records filed in this book, including 
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Cel-U-Dex, L signal, V signal, and ad- 


vancing signal types. The book lies 
flat when open. 

This book is designed for small 
quantity records where executive con- 
trol is required. When closed it meas- 
ures 934 by 12% inches. Its weight is 
approximately four pounds, 


Harry K. Ashley, Ine. 


The File-Rite steel catalog rack illus- 
trated on page 64 may be used to file 
index pages, loose sheets, unpunched 
manuals, and punched catalogs. Mate- 
rial is secured by the use of steel tie 
rods, which are hooked under the 
flanges on the face of the rack, or with 
3-post or 4-post sections with a one- 
inch capacity for holding punched 
sheets. These sections are held in place 
by means of lugs inserted under the 
flanges. 

Bound catalogs or manuals are 
fastened in place by passing a tie-rod 
between a pair of center pages and 
then inserting the rod under the 
flanges. Single sheets may be stapled 
together and filed in the same way, or 
they may be threaded directly on a tie- 
rod. 

Two adjustable side wings are pro- 
vided to center the material in the rack. 
These are held in place by pins pressed 
into one of the holes in the center of 
the rack. The rack is also equipped 
with a supporting panel to tilt it for- 
ward at an angle convenient to the 
user. 

The racks are available in three sizes: 
Nos. 12, 24, and 32, holding 12 in., 24 
in., and 32 in. catalogs, respectively. 
The over-all length of the racks varies 
from 15% in. to 36 in. 

Prices. For No. 12, $10.90; for No. 
24, $16.90: and for No. 32, $21.90. 
Additional tie-rods and sections may be 
ordered. 


Business Efficiency Aids 


This company offers a variety of 
visible index units and cards under the 
trade name Magne-Dex. A Magne-Dex 
tray is shown on page 60. The dis 
tinctive feature of Magne-Dex is its use 
of the principles of magnetism. At the 
top of each Magne-Dex card are em- 
bedded two tiny metal strips, which 
become magnetized when placed in a 
Magne-Dex tray. These strips are small 
enough not to interfere with normal 
writing, typing, or posting of the card. 
When a tab is pulled back, the repel- 
lent force of similar electrical charges 
on the cards causes them to separate 
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Wheeldex & Simpla’s Simplafind 


Business Efficiency Aids 
Magne-Dex tray 


Stationers Loose Leaf multiple unit 
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Herring-Hall-Marvin rotary file 


from each other sufficiently that the 
headings may be seen at a glance, In 
practice, about 15 cards may be sepa- 
rated in this manner at one time. The 
point about which the action of the 
magnetic field takes effect may be con- 
trolled at will, so it is an easy matter 
to select the group of cards it is de- 
sired to separate. 

The company has recently added two 
card sizes to its line of accounting rec- 
ords. The new cards are 6'4 in. wide 
by 10 in. high, and 81% in. wide by 11 
in. high. They are buff in color and 
are designed as ledger cards for book- 
keeping machines. The smaller size is 
particularly intended for use with Bur- 
roughs Sensimatic machines. 


Diebold, Inc. 

New in Diebold’s line of visible in- 
dex equipment is V-Dex, which ap- 
pears in a photograph at the right. 

V-Dex is used without gadgets, and 
is useful for either hand or machine 
posting. Its purpose is to allow ac- 
curate visible control of all types of 
business records, including those in- 
volved in stock, production, credit, 
sales, collection, personnel, and pur- 
chasing. 

Depending on the degree of visi- 
bility required and the weight of the 
stock, as many as 3,920 records may be 
kept in a single V-Dex unit. Posting 
stands are also available for use with 
the unit. These are available with or 
without hood. 

Prices. For a V-Dex unit, approxi 
mately $80; for a posting stand without 
hood, about $25; and for a_ posting 
stand with hood, approximately $47. 
Delivery is immediate. 


Ferris Business Equipment, Ine. 
Among the visible index units manu- 
factured by Ferris are the large “Mas- 
ter” rotary files and several smaller ro- 
tary files. One of the Master units ap- 
pears in the illustration on page 64. 
The Master files are motorized units, 
operated either by push-button or foot 
pedal. The cards are carried in indi- 
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International Loose Leaf visible binder 


Victor Safe sectional visible file 


vidual trays which are mounted tor 
complete rotation. A complete revolu- 
tion requires nine seconds, and the 
company estimates that, on the av erage, 
three seconds are required to bring a 
desired card in front of the operator. 

The cards and the trays are easily 
removable, but a card may be read 
without being removed from its tray. 
Cards of any size up to eight inches in 
height can be accommodated, Existing 
cards may be used; punching or retyp- 
ing is not necessary. The No. 60 Mas- 
ter file has a total capacity of more 
than 85,000 3 in. x 5 in. cards, and of 
these one-fourth are always before the 
operator and instantly available. All 
cards are brought within a 19-in. reach 
of a seated operator. 

The posting shelf, which provides up 
to 745 square inches of desk work area, 
acts as a cover when the file is not in 
use. It is covered with rubberized lin- 
oleum and is provided with a lock for 
security purposes. 

The Model 45 has a width of 54 in., 
the Model 60, a width of 71 in. Both 
models have a depth of 35!) in. and 
a height of 374% in. 

Prices. Prices range from $950 to 
$1,950, complete, varying with the 
model. Delivery is within 45 to 60 
days. 


The Globe-Wernicke Co. 

In addition to its line of visible rec- 
ord cabinets, visible record books, and 
visible record folders, Globe-Wernicke 
manufactures the desk arm slide visible 
record tray No. D-5058 illustrated on 
the opposite page. 

This tray fits inside the arm slide ot 
a Globe-Wernicke desk, where it is 
concealed when not in use. It is made 
available by releasing a knob latch, 
after which it is readily pulled into po- 
sition. When the tray is not being 
used, the desk arm slide may be used 
in the conventional way. 
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The trav can take 50 five-by-eight 
cards, with both sides available for use. 
It is designed for personnel, credit, in 
surance, production, sales, and other 
records which must be readily avail- 
able. The tray has a concealed locking 
device for privacy. 


Herring-Hall-Marvin Safe Co. 


Appearing in an illustration on page 
60 is the Herring-Hall-Marvin motor- 
ized rotary record file Model 1058-FM, 
which is designed for use with 5” x 8 
cards. Models 1046-FM, 1035-FM, and 
1037-FM are offered for use with 4” x 
6°, 3° x 5°, and 3” x 7” cards, respec- 
tively. 

Cards are held in these files by re- 
taining bands on each side of the rotat- 
ing wheel. Thus, the cards require no 
punching or clipping. Cards can be 
easily lifted out of the file or inserted 
into it without any special preparation. 

Model 1058-FM can hold up to 5,000 
records, plus guiding, all of which can 
be brought within easy reach of the 
seated operator by a touch on the roll- 
switch. The rotor advances at a speed 
of approximately eight revolutions a 
minute, and it stops instantly when the 
switch is released. Other models hold 
trom 5,500 to 7,500 cards, plus guiding, 
depending on the size of the card, 

The file is mounted on four hard- 
rubber casters and is finished in neutral 
grey lacquer. It has a height of 34 in., 
a width of 1234 in., and a depth of 
32% in. 

Price. $532.40 for each of the models 
described. Current delivery is within 
45 to 60 days. 


International Loose Leaf Co. 


The International Loose Leaf Co. of- 
fers the Metal Hinge Visible Binder 
with a combination index. A _ picture 
of the binder appears on page 60. This 
is one of several in the line. 


Visirecord model LTX posting unit 
September, 1953 


The new unit replaces the more ex- 
pensive prong style binder. It is avail- 
able in sizes ranging from a small one 
which accommodates 11” x 6” sheets to 
a large one capable of holding 184" x 
12” sheets. 

The binder has metal hinge construc 
tion and is equipped with opening and 
closing boosters. It has a capacity of up 
to two inches of material. Deliveries 
are on a current basis, without waiting. 


Kin-Dex Inc. 

Kin-Dex produces a small-scale desk 
top rotary index file designed to be 
used with Type-O-Tab cards. This file 
is illustrated at the right. 

The tabs come in 12-inch strips, each 
containing seven tabs. Each tab is large 
enough to accommodate four typewrit 
ten lines. The strips are fed directly 
into the typewriter. 

Alphabetical guides are provided 
with the file itself, which can hold up 
to 500 tabs. 

Prices. For the Kin-Dex rotary fil 
with 500 tabs, $4.95: for 200 Type-O- 
Tab refills $1. Delivery is immediate. 


National Blank Book Co. 


The Prongmaster visible binder 
which is illustrated on page 64 is one 
of numerous products in National 
Blank Book’s line of visible binders 
and visible units. In addition, the com 
pany manufactures vertical visible in- 
dexes, trays, and stands, 

The binder pictured is of the No. 
89—80)2 series. Among its special fea 
tures are its prong construction and its 
automatic shift, which facilitates the in- 
sertion or removal of sheets without dis 
turbing the sequence of other sheets. A 
lock shift prevents the automatic shitt 
from operating when it is not in use. 
The binder lies flat when open. 

The binder can accommodate up to 
three inches of material, or 1,980 sheets. 
Sinders with a two-inch capacity are al- 
so avaiable. The maximum capacity 


Yawman & Erbe No. 1418 card cabinet 


OFFICE MANAGEMENT 


Diebold’s V-Dex 
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ot a single bank is 33 visible sheets. 
Eight sizes are manufactured, ranging 
from one used with 12” x 844” sheets 
to one used with 1544” x 10%” sheets. 

This binder is now offered in a new 
grey Brittany vinyl twist binding. 

Prices. From $37.75 to $46, depend- 
ing on the size and capacity. Deliveries 
are current. 


Remington Rand Inc. 

The Robot-Kardex visible indexing 
file, offered by Remington Rand, is a 
mechanized unit in which the cards 
are carried in slides that travel up and 
down and are automatically positioned 
at desk level by means of push-button 
control. 

The unit has sixty slides. These are 
counterbalanced in two equal banks. 
By pressing the proper index key, the 
operator may select any one of the 
slides and it will be delivered in a 
channel in the desk front extension. 
The operator thus has access, without 
moving from her chair, to as many as 
4,020 5” x 8” records in one unit. The 
posting height is 32 in. above the floor. 

The cabinet is 25 5/8 in. in width, 
62 7/32 in. in height, and 53% in. in 
depth. Of this depth, 25% in. consists 
of the desk front extension where the 
operator sits. 

This unit operates on 110-volt DC 
current. A rectifier is provided to con- 
vert AC into DC, 

The picture on page 61 shows an in- 
stallation of three Robot-Kardex files 
side by side. 


The C, E. Sheppard Co. 

Illustrated on page 64 is C. E. Shep- 

pard’s Flat-Rite visible binder. This 
binder has an automatic shift by which 
one-half of the binder slides upward or 
downward a distance equal to that be- 
tween holes; by this means a whole set 
of sheets may be moved up or down 
as a unit without requiring their re- 
moval from the binder. The shift has 
a locking device to prevent its unin 
tentional use. 
a two-position catch permits the 
binder to be opened part way during 
posting. In its second position, the 
binder is opened completely to allow 
changes of pages. When open, the 
binder lies flat. 

Bakelite covers are obtainable, as 
are flexible covers of one-piece cow- 
hide or black levant grained imitation 
leather. Also offered are stiff covers of 
black levant grained imitation leather. 
The binder has metal hinges, a fibre 
shoe, and two metal label holders. 
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Sizes range from 1244” x 81” to 
182" x 18", in 2” and 3” capacities. Spe- 
cial sizes can be made to order. 

Prices. From $29 to $45, depending 
on size and construction, The company 
also keeps in stock a variety of visible 
forms and indexes for use with the 
binders. 


Stationers Loose Leaf Co. 


This company is the manufacturer 
of the Faultless line of loose leaf books 
and visible record systems. An _ illus- 
tration of one of its multiple unit 
visible record systems appears on page 
60. 

This system consists of a series of 
loose leaf binders mounted on a rack. 
The rack, in turn, is usually mounted 
on a mobile stand of tubular steel, al- 
though it may be placed directly on a 
desk top. In the illustration, a No. 2 
rack is used with a No. 4 multiple 
unit stand. In this arrangement, the 
rack is sloped toward the user for his 
convenience. 

The binders used have an automatic 
shift to permit quick insertion or re- 
moval of any sheet at any point in a 
bank of sheets. Binders with flexible 
covers are normally used. Racks are 
available which accommodate up to 
six binders of two-inch or three-inch 
capacity. Special racks holding more 
than six can be ordered. 

The two end wing plates act as sup 
ports for the covers when posting. 
When fewer than the maximum num- 
ber of binders are used, the end wing 
plate is moved in to support the last 
binder. When desired, a binder can 
be readily removed from the rack. 

A single unit can hold as many as 
10,000 record sheets, and several units 
can be placed around one operator. 

The stand is of tubular steel, fin- 
ished in brown baked enamel. The 
rack is of varnished oak. Metal label 
holders are provided for identification 
of the binders. 


Delivery is immediate. 


The Victor Safe & Equipment 
Co., Ine. 

The Victor card file shown in the 
picture on page 60 is of the sectional 
type, in which the file may be begun 
with a single card section. with other 
sections being added as the need for 
them develops. One top section and 
one bottom section are required for 
any given installation, but the num- 
ber of card sections between them can 
vary widely. 

All Victor visible sections are 18” 
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in depth and 1%” in height. This 
depth permits their being installed in 
an ordinary office safe if that degree 
of protection is required. 

The No, 531 section, for 5° x 3° 
cards, is 7” wide and has 55 card poc- 
kets. The No. 641 section has 51 
pockets for 6” x 4” cards, and is 8” in 
width. The No. 851 section, which 
accommodates 8” x 5” cards, has 47 
pockets and is 10” wide. All pockets 
have quarter-inch visibility in the mar- 
gin for one line of typing. This mar- 
gin is designed to be used for signaling. 

Prices. In the 5x 3” size, the top 
and bottom sections together cost $9.80, 
and each card section is priced at 
$7.70. In the 6° x 4” size, the corre- 
sponding prices are $10.15 and $8.35, 
and in the 8” x 5 size, $10.70 and 
$9.90, 


Visirecord, Inc. 

A photograph of Visirecord’s mo- 
bile posting unit, Model LTX, will be 
found in this section on page 61. 

Model LTX is designed to be used 
for any type of posting operation, 
whether machine posting, hand post- 
ing, IBM transfer posting, or other 
types. It is intended to be used for 
Visirecord visible vertical record keep- 
ing. So employed, it allows every rec- 
ord in the unit to be instantly visible 
and accessible to a seated operator. 
The manufacturer states that any rec- 
ord can be located and removed within 
four seconds. 

The unit is mobile and can be easily 
moved to any part of the office. It is 
constructed of steel and has a cover 
that can be locked. It measures 2814” 
in width and 30%” in height; the 
housing section is 24° deep. It will 
hold approximately 6,000 records; this 
figure varies upwards or downwards, 
however, with the size of card used. 

Price. This unit is normally sold as 
part of a complete package which in- 
cludes the record keeping system and 
forms. The cost without forms would 
be about $225. Delivery is in 30 days. 


Wheeldex & Simpla Products, 
Ine. 

This company manutactures three 
types of wheel and cradletype card 
files: Simplafind, Wheeldex, and Sim- 
plawheel. The first of these, Simpla- 
find, is shown in an illustration on 
page 60. 

Simplafind is a motorized, auto- 
matic card filing system in which the 
cards ride unattached in cradles or re- 
movable trays. The cradles or trays 
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Thousands of business firms all over the country depend 
on this tiny piece of colored celluloid, the Victor Visible 
Signal, to help speed their record-keeping operations. By 
spotlighting important information on the margin of Victor 
Visible record cards, the signal enables executives to review 
as many as 60 items at a glance. Follow-up dates, order 
points, sales performance, production quotas — all are 
instantly visible without reference to the body of the card. 


Victor Sectional Visible — 

The only true “sectional” visi- 
ble available. Merely add single 
sections as your business and 
records grow. Keeps your rec- 
ords always up-to-date at mini- 
mum cost! 


ne re hae 


VICTOR) 


North: a 


OFFICE MANAGEMENT 


September, 1953 


Find out now about this tested means of record control 
through visible signals...how it can increase your firm’s 
efficiency and accuracy, cut down on costly clerical dupli- 
cations, improve production, inventory, ledger and sales 
control... give you the information you need instantly. 

Your Victor Dealer is waiting today to show you how 
simple and inexpensive it is to switch to the Victor Visible 
System of record keeping with... 


Victor Book Visible — 

The book of a 1000 uses. Handy 
and compact, it’s perfect for 
small records. Easily adapted to 
any reference need through 
Victor card forms and signal- 
ing systems. Truly portable—it's 
record efficiency on the go! 


Ac Ripe ft Me a ek J 


THE VICTOR SAFE & EQUIPMENT C0., | Inc, 
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- | 
Ashley File-Rite catalog rack 


National Blank Book 89-802 binder 


C. E, Sheppard Flat-Rite visible binder 


are stabilized and travel in a tight oval 


path. Selective push-buttons auto 


matically position the desired records 


within easy reach at the operator's 
desk level. The trays are ten inches 
long, and the total capacity of the ma 
chine ranges from 300 to more than 
3,000 linear filing inches. The largest 
models have been only recently added 
to the line. Simplafind is not limited 
to use as a housing for records. 
Wheeldex is a wheel file in 


which removable cards are attached di 


true 


rectly to a continuous ring. The wheel 
rolls freely but is automatically stab- 
ilized when stopped so that the oper- 
ator can post directly without remoy 
ing the card. Manual and motorized 
models are available. 

Simplawheel, newest addition to the 
line, uses stabilized cradles suspended 
It is available in man 
The cards 


ride in the cradles without attachment 


from a wheel. 
ual or motorized models. 


and the total capacity of a machine 
ranges from 100 to several thousand 
linear filing inches. Simplawheel was 
pictured and briefly described on page 
60 of the August issue of this mag 
azine, 

Prices. Simplatind is priced in the 


$2,000 to $3,000 range. Simplawhee! 


is priced to sell for about $500. 
Wilson Jones Co. 

The Shif-Dex system binders, forms, 
and accessories are offered by the Wil- 
son Jones Co. A typical binder is pic- 
tured above at the left. 

This binder is equipped with an au- 
tomatic shift, with which the space be- 
tween sheets can easily be increased or 
decreased. The shift allows sheets to 
be moved up or down as a unit with- 
out being removed from the binder. A 
shift-lock prevents accidental shifting 
or disarrangement. 

The binder can be opened with one 
hand, and, when open, it lies flat. It 
can show as many as 40 records at a 
glance, and it accommodates up to 2,- 
Binders are available in 

x 8Y" 


000 records. 
11 sizes, ranging from 12!” 
to 1844” x 18”. 

Accessories obtainable include a unit 
rack, indexes, and semi-active and in- 
active storage binders. Colored  sig- 
nals can be used. 

This binder has metal-hinged cov- 
ers of black levant grain imitation 
leather. The covers are protected by 
steel rims on four sides, 

Wilson Jones stocks forms for pro- 
duction, accounting, purchasing, pay- 


Below: left, Ferris Master rotary file; right, Art Metal Postindex binder 
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roll, cost, sales, credit, trafic, and 
other types of record-keeping for use 
with this binder. 

From $37.55 to $56.30, de- 
pending on capacity. Delivery is im- 
mediate. 


Prices. 


Yawman & Erbe Mfg. Co. 


Yawman & Erbe’s No. 1418 visible 
card cabinets are shown in the picture 
on page 61. One of the cabinets is 
shown with its 16-gauge steel fire door 
removed. 

The drawers of this cabinet have a 
new type of suspension device which 
allows them to be withdrawn far 
enough for all cards to lie back prop- 
erly. Postings are made on both sides 
of the cards without removing them. 
The entire tray is used for cards. The 
card holders are of rigid aluminum 
and the card hinges are of durable 
fabric. 

Each card has two visible edges, 
One-quarter inch ot 
visibility is provided. 


front and back. 
If signals are 
attached to the cards, they remain at- 
tached when the card is removed. The 
cards may be offset without changing 
standard size. 

The Model 1418 is a thirteen-tray 
cabinet for 8” x 35” cards. It has a ca- 
pacity of 975 cards. The cabinet is 
10°,” wide, 1644” high, and 24” deep. 
A smaller cabinet, model 1416, is used 
for 6 x 4° cards. It is two inches 
narrower but is the same in other di- 
Its capacity is 1,040 cards. 
There is no current delivery delay. 


mensions. 


Manufacturers’ List 
Desk Lamps 


Acme Lite Products Co. 

350 E. 182d St., New York 57, N.Y. 
Arel, Inc. 

4916 Shaw Ave., St. Louis 10, Mo. 
Arrow Lamp Mfg. Co. 

22 W. 19th St., New York 11, N. Y. 
Art Specialty Co. 

3245 W. Lake St., Chicago 24, Ill. 
sainbridge, Kimpton & Haupt, Inc. 

218 Greenwich St., New York 8, 

| See 
Colonial-Premier Co, 

466 W. Superior St., Chicago 10, Ill. 
Controlight, Inc. 


1637 So. LaCienega, Los Angeles 15, 


Calif. 
Copy Right Mfg. Corp. 

53 Park Place, New York 7, N. Y. 
Courtcraft Mfg. Co. 

P. O. Box 30, Cranford, N. J. 
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Dazor Mig. Corp. 

4485 Duncan Ave., St. Louis 10, Mo. 
Eagle Electric Mfg. Co., Inc. 

23-10 Bridge Plaza S., Long Island 

City 1, N. Y. 
Emeralite Co. 

38-40-42 Warren St., New York 7, 

N. Y. 
Ever Ready Electric Co. 

1214-1222 W. Madison Ave., Chi- 

cago, Ill. 
Flexo International Corp. 

3245 W. Lake St., Chicago 24, Ill. 
Fostoria Pressed Steel Corp. 

Fostoria, Ohio 
Franklin Metal Products Co. 

16 W. Kedzie St., Chicago, Ill. 
General Lamps Mfg. Corp. 

Elwood, Ind. 
General Lighting Co., Inc. 

248 McKibbin St., Brooklyn 6, N. Y. 
Gordon-Draftsmen Supply Co. 

187 W. Madison St., Chicago 2, Ill. 
Industrial Lamp Corp. 

l4th & Blaine Sts., Elkhart, Ind. 
Laurel Lamp Mtg. Co. 

212 Fifth Ave., New York 10, N. Y. 
Lehrolite Inc., The 

53 Parker St., Wallingford, Conn. 
Lincoln Lighting Products 

311 N. Desplaines, Chicago 6, Ill. 
Lustra Corp. of America 

36 Washington St., Brooklyn 1, N.Y. 
Mario Mtg. Co., Inc. 

11 E. 26th St., New York 10, N. Y. 
Marks Mfy. Co. 

700 N. Carpenter St., Chicago 22, Ill. 
Mayfair Co., The 

315 N. Desplaines — Chicago 6, Ill, 
Midwest Naturlite Co. 

228 W. Kinzie, Chicago 10, Ill. 
Mutual-Sunset Lamp Mtg. Co. 

540 Empire State Bldg.. New York 1, 

WN. Y. 
Richter Metalcraft Corp. 

160 E. First St.. Mt. Vernon, N. Y. 
Serolite Corp. 

11 White St.. New York 13, N. Y. 
Smith Metal Arts Co., Inc. 

1725 Elmwood Ave., Buffalo 7, N. Y. 
Swivelier Co., Inc. 

43 34th St. Brooklyn, N. Y. 
Versen Lamps, Inc., Kurt 

4+ Slocum Ave., Englewood, N. J. 
Wheeler Co., Inc., M. G.; Sight Light 

Sales Div. 

Greenwich, Conn. 
World Mfg. Co. 

132 W. 21st St., New York 11, N. Y. 


Office Lighting Fixtures 
Benjamin Electric Mfg. Co. 
Department TE, Des Plaines, Ill. 
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sright Light Reflector Co, 
sridgeport, Conn. 
Corning Glass Works 
Corning, N. Y. 
Curtis Lighting, Inc. 
6135 W. 65th St. Chicago 38, IIL. 
Day-Brite Lighting, Inc. 
5411 Bulwer Ave., St. Louis 7, Mo. 
Electron Corp. 
5100 S. Santa Fe, Littleton, Colo. 
Ender Mtg. Corp. 
260 West St., New York 13, N. Y. 
Fairmont Lamp Mfg. Co. 
2021-53 Naudain St. Philadelphia 
46, Pa. 
Frink Corp. 
2701 Bridge Plaza, Long Island 
City, N. Y. 
Garden City Plating & Mtg. Co. 
1750 N. Ashland Ave., Chicago 22, 
Ill. 
Gill Glass x Fixture Co, 
Tioga & Aglow Aves., Philadelphia, 
Pa, 
Globe Lighting Products Co. 
16 E. 40th St., New York 16, N. Y. 
Gotham Lighting Corp. 
37-01 31st St., Long Island City 1, 
N. Y. 
Gruber Brothers 
125 S. First St., Brooklyn 11, N. Y. 
Guth Co., The Edwin F. 
2615 Washington Blvd., St. Louis 3, 
Mo. 
Holdenline Co. 
2287 Scranton Rd., Cleveland, Ohio 
Holophane Co., Inc. 
342 Madison Ave.. New York 17, 
WN. ¥. 
Kolite Corp. 
1007 State St., Schenectady, N. Y. 
Lam Workshop, Inc. 
316 Washington St., Brookline 46, 
Mass. 
Leader Electric Co. 
3500 North Kedzie Ave., Chicago 
18, Ill. 
Lighting Products, Inc. 
2259 W. Park Ave., Highland Park, 
Il. 
Lightolier, Inc. 
346 Claremont Ave., Jersey City 5, 
N, J. 
Lite Control Corp. 
36 Pleasant St., Watertown 72, Mass. 
Miller Co., The 
99 Center St., Meriden, Conn. 
Mitchell Mtg. Co. 
2523 N. Clybourn St. Chicago 14, 
Ill. 
Silvray Lighting, Inc. 
1270 Sixth Ave., New York, N. Y. 
Sunbeam Lighting Co. 
777 E. 14th Place, Los Angeles 21, 
Calif. 


65 


ae i 


- — <1 Tee) he Se ae ; . oe fs “i Pi Sd : Ry i a a i 9) 
‘ ms — ‘doc het . a -: la a it 9 Siw p ; ‘ he A ene 
; ; é ag ee a fl, eee) = Ne Ss -_ “~o a | ce a : . ‘ - v ra ; 
ve: 
ae 
| , 
7 
‘ 
A 
| : 
as 
, < 
ae 
1 a 
- m 7 = é 
Fs a 
werd 
a 
ae 
f i 
« § } a! 
ae 
pe 
a 
the 
*¢ 
iy 
j 
ae 
i 
= 
w 
s 
a) a 
: + 
a 
<< nfshg 
a) 
en 
Ags 
. ‘ + 
sek 
to 
, : ‘ve 
ae 
seat Se 
Ne 
6 
8 
‘ 
iF 
~ 
W 
. . 
“Tae 
ae 
. 
. Fe 
she Y, 
Ae 
FE ee | ‘gion’ 
Ai pte 
of »¥ 
dl s we “aes _—— eae lA }< co = an Bee get ple 5 ES te Fink Deriee oe ee te : . may ? é 
J ¢ 4 c- ae} ne coe i oo ; a2 ae Seca j he RE i a ak, : ¥ 4 ’ Z4 ’ af 
4 . \ Vener, ee a 7 + ars 74 ‘ P =. ; ‘ oe > 
“J a “ oe ™ a, pe i : a 
a F =] a we! Mes Dae , ae eae | ee Se ‘ ae a f f SA : 
ei : : r ns Ma re aa opie ae a Sree 1 Ren bo ae i® ‘ ~— ia 
an i ae (Ee a Se mms et : ~ hast 
“a A 4 . ri ie ho 4 aa : 
Tie: «on i_ ’ k oo: 


Sylvania Electric Products, Inc. 

1740 Broadway, New York 19, N. Y. 
Vision Aids, Inc. 

R.K.O.  Bldg., 

York 20, N. Y. 
F. W. Wakefield Brass Co., The 

731 S. Water St., Vermilion, Ohio 
Westinghouse Electric Corp. 

Ist National Bank, Pittsburgh, Pa. 


Radio City, New 


Visible Index Units 


Acme Visible Records, Inc. 

122 S. Michigan Ave., Chicago 3, 

Ill. 
Albany Novelty Mfg. Co. 

107 W. Canton St., Boston 18, Mass. 
Art Metal Construction Co. 

Jamestown, N. Y. 
Harry K. Ashley, Inc. 

2305 Cherry St., San Leandro, Calif. 
Boorum & Pease Co. 

84 Hudson Ave., Brooklyn 1, N. Y. 
Business Efficiency Aids 

8114 Lawndale, Skokie, Ill. 
Daco Card & Index Co. 

301 Congress St., Boston 10, Mass. 
Diebold, Inc. 

2011 Mulberry Rd., Canton 2, Ohio 
Elbe File & Binder Co., Inc. 

649 Alden St., Fall River, Mass. 
Fandex, Inc. 

126 Liberty St., New York 7, N. Y. 
Ferris Business Equipment, Inc. 

244 Great Meadows Rd., Stratford, 

Conn. 
Filing Equipment Bureau, Inc. 

27 Melcher St., Boston 10, Mass. 
Globe-Wernicke Co., The 

Cincinnati 12, Ohio 
Heineman Office Equipment Co. 

4 N. 8th St., St. Louis 1, Mo. 
Herring-Hall-Marvin Safe Co. 

1550 Grand Blvd., Hamilton, Ohio 
International Loose Leaf Co. 

80 Wall St., New York 5, N. Y. 
Kin-Dex Inc. 

516 W. 34th St., New York 1, N. Y. 
Mastercraft Corp., Div. Shaw-Walker 
831-903 Cobb Ave., Kalamazoo, 

Mich. 
Master Products Mfg. Co. 

3480 E. 14th St., Los Angeles, Calif. 
McMillan Book Co. 

701 E. Genesee St., Syracuse 1, N. Y. 
National Blank Book Co. 

Holyoke, Mass. 

Nebraska Salesbook Co. 

21 22nd St., Lincoln, Nebr. 
Palley Mtg. Co. 

69 Mechanic St., Worcester 8, Mass. 
Remington Rand Inc. 

315 Fourth Ave., New York 10, 

WN. Y. 


Revo-File Sales Co. 

11 Park Place, New York 7, N. Y. 

Ross-Gould Co. 

309 N. 10th St., St. Louis 1, Mo. 

Selectofile 
2814 Canton St., Dallas, Texas 

Sheppard Co., The C. E. 

44-01 21st St. Long Island City 1, 
Nut. 

Simpla Research & Mfg. Co., Inc. 
427 Fourth Ave., New York 16, 
oe A 

Stationers Loose Leaf Co. 

524 N. Broadway, Milwaukee |, 
Wisc. 

Victor Safe & Equipment Co., Inc., 
The 
315 Fourth Ave., New York 10, 
 & 

Visirecord, Inc. 

Copiague, Long Island, N. Y. 

Vue-Fax Corp. 

Westbury, Long Island, N. Y. 

Watson Mig. Co., Rol-Dex Div. 
Jamestown, N. Y. 

Wheeldex & Simpla Products, Inc. 

40 Bank St., White Plains, N. Y. 

Wilson Jones Co. 

209 S. Jefferson St., Chicago, Ill. 

Yawman & Erbe Mfg. Co. 

1045 Jay St., Rochester 3, N. Y. 

Zephyr American Corp. 

537 W. 53rd St., New York, N. Y. 


Erratum 

The Dictaphone Telecord System 
was incorrectly referred to as “Tele- 
record” on pages 52 and 53 of the Au- 
gust issue of Office Management in the 
“Tools of the Office” section. Wherever 
the word “Telerecord” appears, the 
word “Telecord” should be substituted. 


Motion picture production 
covered in UFPA Journal 
Officers interested in making their 
own motion pictures will find useful 
information in the University Film 
Producers Association Journal, a quar- 
terly publication which is distributed 
free to members of the association. 

A recent edition, for example, lists 
the equipment and personnel require- 
ments for various types of film produc- 
tion. In addition, an article called “Lab- 
oratory Problems” offers a number of 
practical suggestions of use to cinema- 
tographers. 

The Journal is edited by Sol Dwor- 
kin, Audio-Visual Center, 
University, Collendale at 
Ave., Syracuse 10, N. Y. 


Syracuse 
Lancaster 
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Association News 


THE SIXTH ANNUAL Area Five 
NOMA Conference will be held at the 
Hotel Statler, Buffalo, N. Y. on Satur- 
day, October 17, preceded by an area 
council meeting on the 16th. The 
theme of the conference will be “Serv- 
ice,’ and the keynote speaker, Presi- 
dent Melvin H. Baker of the National 
Gypsum Co., will address the conter- 
ence on the subject, “Business Is Serv- 
ice.” Other speakers will be Richard 
Mather, of Pratt & Lambert Co.; C. M. 
Surdyke, of Ford Motor Co.; W. C. 
Parker, of Bemis Bros. Bag Co.; Rob 
Roy Macleod, of Niagara Mohawk 
Power Co.; and James S. Hayes, of 
Marsh & McLennan, Inc. 


THE CONTROLLERS INSTITUTE 
OF AMERICA, in elections conducted 
by local chapters, named the following 
directors: Wayland S. Bowser, Blaw- 
Knox Co., Pittsburgh; G. J. Grikshell, 
Addressograph-Multigraph Corp., Eu- 
clid, Ohio; James F. Lillis, Burroughs 
Corp., Detroit; and John F. McGovern, 
Gray Manufacturing Co., Hartford. 


THE SYSTEMS AND PROCED- 
URES ASSOCIATION OF AMER- 
ICA has elected Harold R. Price, of 
Price Waterhouse & Co., to head the 
association during the next year. Other 
officers elected were: C. C. Chase, of 
Harshaw Chemical Co., vice president; 
Crawford North, of the Port of New 
York Authority, treasurer; and Frank 
Engle, of Detroit, secretary. 

The recently reported 
that its membership had _ increased 
nearly 50 per cent during the last fiscal 
year. 


association 


Four new chapters were added. 


Eraser Co., Ine. moves 
to larger quarters 


The Eraser Co., Inc., manufacturer 
of Rush FybRglass Erasers, has recent- 
ly moved from its former building at 
104 S. State St., Syracuse, N. Y., to 
larger, more modern quarters at 1068 
S. Clinton St., Syracuse 4, N. Y. 

According to President R. George 
Roesch, the move has streamlined the 
production of Rush FybRglass Erasers 
and also of allied products such as 
FybRglass brushes and Rush 
stripping machines used by manufac- 
turers of electric and electronic equip- 


wire- 


ment. 
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Now... you can make 3 copies of a letter in 1 minute 3 
} ae 
on ordinary p ith th | 
' J — Se PRIN F eR 
iy 
Here’s the sensational new develop- 
ment of the Eastman Kodak Company i 
which enables you to reproduce your x 
letters, charts, and other records on 
ordinary paper instead of on specially . 
treated papers. And you can make 3 of . 
these photo-exact copies — instead of 1— 
from each sheet of Verifax Matrix Paper. 
The only equipment needed is the 
compact Verifax Printer shown here. c 
It’s designed for every office . . . and : 
priced for every office—only $240. And 
: it quickly pays for itself by copying : 
i your records faster, easier, more eco- % 
: nomically. , 
ed i 
;% if 
a a : 
i * 
be 
Faster because ...in just one minute Easier because... anyone canlearnto Costs less because . . . you make your é 
you can get 3 legible black-on-white | make Verifax copies in less than 5 min- copies on ordinary paper . . . using only , 
copies of any letter, chart, report, file utes. All you need is a Verifax Printer. one sheet of Verifax Matrix Paper. Thus, Pt 
card, or other office-size paper. Even the | Simply expose letter with a sheet of — you'll get 3 copies of a letter for less than =) 
pages of a magazine or book can be  Verifax Matrix Paper. Then insert matrix _ five cents apiece. And think of this fea- SA. 
copied. Think how this will enable you __ into activator and withdraw with a sheet — ture—you can place your Verifax Printer f: 
to dispatch information immediately ... of ordinary paper. There’s copy No. 1 — where the paper work is heaviest... ; 
the hours of costly retyping it will elim- . ready to use. For additional copies, | make your copies under present room 
inate. merely repeat last step. lighting immediately as needed. 
Price quoted is 
V if e h + | subject to change 
erifax copying saves wherever there’s paperwor wean 
SE reels ———EASTMAN KODAK COMPANY, Industrial Photographic Division, Rochester 4, New York... _ — a 
m2 Ni. 
SEND FOR FREE Gentlemen: Please send free Verifax booklet and names 5 “78 
BOOKLET of near-by Verifax dealers. rr 44) 
: + 
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New for the Office 
(Continued from page 42) 


A NEW LINE of stamp pads has been 
introduced by Bankers & Merchants, 
Inc., 3229 N. Sheffield Ave., Chicago 
13, Ill. The new pads, to be known as 
the “Faymus” brand, are available with 
either foam rubber or standard felt con- 
struction and have ink reservoirs of 
high capacity. 


ALL STEEL CABINETS for use with 
the Model 9S Old Town Copymaker 
have been marketed by the Old Town 
Corp., 750 Pacific St.. Brooklyn, N. Y. 
The cabinets are finished in a gray 
hammertone, and have a steel shelf for 


the storage of copy paper, fluid, master 
units, and other duplicating equipment. 


“SORTKWIK” is a hygroscopic sub- 
stance which, when applied to thumb 
and forefinger, simplifies the handling 
and sorting of papers, cards, and cur- 
rency. It is packaged in flat, plastic 
containers and is used simply by run- 
ning the fingers across the surface of 
the material. Sortkwik is produced by 
the Lee Products Co., 2736 Lyndale 
Ave. So., Minneapolis, Minn. 


“FLY-BYE” is a new electric vaporizer 
for insect control. When plugged into 
any standard electrical outlet, its stand- 
ard 15-watt light bulb heats Fly-Bye 
Insecticide and causes it to give off an 


“People buy Clary because it’s 


says JEROME W. RUDRAUFF 
Prominent business machine dealer 
of San Diego, California 


“People we've sold Clarys to are getting 
their work done much faster. Reasons 
for this are Clary’s simple, easy-to-learn 
keyboard and Clary’s speed... it’s the 
world’s fastest adding machine. 

“When I demonstrate a Clary I not 
only show how much faster it spins out 
entries...190 per minute...I also 
show how basically simple the Clary 
actually is when compared with ordinary 
machines cluttered with levers, cranks 
and switches. 

“First, Clary’s famous easy-to-read 
Hand-Span Keyboard is laid out like a 
familiar ledger page . . . so that even be- 
ginners can operate a Clary instantly. 
And Clary’s fully-motorized, plainly 
marked control bars serve only one 
function... this eliminates the chance 
of confusion. 

“Then there’s Clary’s thumb add bar, 
placed at the bottom of the keyboard. 
This is a natural position for the thumb, 
saving a lot of hand motions so that 
whole items can be entered with one 
stroke instead of 4 or 5. 
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so much simpler to use” 


“This built-in simplicity means there 
are no trick systems to learn. Even be- 
ginners can do your work nearly twice 
as fast on a Clary!” 

Prove it for yourself. Put a Clary next 
to one of your present machines. See 
how much easier it is to use... hear 
how much quieter it operates... and 
discover how much faster your work 
gets done. Just fill out the coupon or see 
your Clary representative’s listing in 
your phone book yellow pages. 


does your work faster 


CLARY MULTIPLIER CORP., SAN GABRIEL, CALIF, 


--Y -------------} 


Clary Multiplier Corporation, Dept. OM-93 ! 
San Gabriel, California 


Please send me immediately full information | 
about Clary Adding Machines. | 


Name 


Address. 


City. ( ) State 


J 
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AN ADHESIVE 


invisible, odorless vapor which settles 
on walls, ceilings, floors, and furniture. 
The manufacturer states that this va- 
por will not stain; but that it will kill 
insects on contact. It is marketed by 
the General Manufacturing & Distrib- 
uting Co., Quincy, Mich. 


SAFEGUARD APPLIANCE CO. of 
Lansdale, Penna., now manufactures a 
heavy-duty Sound Absorbing Pedestal 
for use with heavy office equipment. 
The company also offers a pedestal, for 
use in carpeted offices, which distributes 
the weight of desks and stands over a 
wide carpet area, in order to protect 
the carpeting. 


MINT-FLAVORED mucilage is the 
answer to the bad taste of most envel- 
ope flaps, according to the Sanford Ink 
Co. of Bellwood, Ili. The company’s 
new mucilage is supplied in bottles of 
small and large sizes, each with a rub- 
ber spreader top. The tops are avail- 
able in red, yellow, and green, 


LIGHT BULBS high above the ground 
may be changed with ease with a new 
light bulb changer now offered by 
J. B. Sebrell Corp.. 300 S. Los Angeles 
St., Los Angeles 13, Calif. Lightweight 
aluminum poles of any length can be 
ordered, and changers adapted to bulb 
sizes ranging from 15 to 1,500 watts 
can be easily attached to the poles. An 
adjustment can also be added to permit 
changing bulbs at an angle. 


called “Sobo” has 
been introduced by Slomons Labora- 
tories, Inc., Long Island City 1, N. Y. 
The manufacturer states that this sub- 
stance has over 3,500 uses, that it is 
non-inammable and and 
that it covers a greater surface area 
than other types. 


non-toxic, 


THE NEW YORK GRAPHIC SALES 
CORP. has marketed a box-tray con- 
taining seven solutions and materials 
for the conditioning and treatment of 
offset duplicator plates of the paper, 
metal, and pre-sensitized types used 
with Multiliths and Davidsons. The 
kit is called “GraphiKit.”. The com- 
pany is located at 138 Centre St., New 


York. 


A FLOOR WAX which the manufac- 
turer says is self-polishing is offered by 
the M & H Laboratories, 2705 Archer 
Ave.. Chicago 8, Ill. The company 
states that M & H Floor Wax has a 
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» Dp 
Bank of Utah, Ogden, Utah. Leopold installation 
by Weber Office Supply Co. 


a, 


- added business abions a 


€ Gold Your Leopold dealer not only offers you functional 


Leopold furniture of distinction . .. but also gives you 


see complete office-planning assistance. You'll find his 
PROVIDE experience helpful in selecting color schemes, 
| COMPLETE lighting, sound-proofing, drapes, floor coverings, 
and in furniture placement. 
OFFICE- 
PLANNING For a modern, efficient office, at a low price you can 
afford, see your Leopold dealer, today. Write us 
SERVICE 


for his name and address. 


ne Leqp0/A vonrany 


BURLINGTON, IOWA 
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New for the Office 


( Continued) 


Carnauba wax content of almost 100 
per cent, with a small amount of “non- 
slip” material added as a safety factor. 
It is used on linoleum, rubber and as- 
phalt, terrazzo, and varnished wood 
floors. 


ARTONE COLOR CORP., 21 W. 
Third St., New York 12, N. Y., has in- 
troduced a new ink for use on plastics. 
It can be used with an ordinary office 
stamp pad. Known as Plastic Stamp 
Pad Ink, it is available in red, violet, 


is ‘always your best buy... 


blue, and semi-opaque black. This ink 
is said to be waterproof and may also 
be used on paper, lacquer coated tins, 
cellulose and neoprene, and leather. 


A SOLVENT of low toxicity has been 
announced by Tect, Inc. of Dumont, 
N. J. It is called Tecsoly No. 383 and 
is non-inflammable. According to the 
manufacturer, it may be used with 
vapor concentrations in the air from 
ten to twenty times those permissible 
with carbon tetrachloride. It is used 
for the cleaning of electronic parts, the 
cleaning of metal, the dispersion and 
removal of wax, and for other miscel- 
laneous purposes. 


so look for the Neenah seal 


that is displayed by authorized Neenah 


& : Dealers who handle the finest boxed typewriter 
a #l papers in America. There you can get business 
Wary papers that have the prestige and permanence 
t found only in a fine rag content paper. They 


contain from 


25% to 100% new cotton fibers 
and are air-dried and tub-sized for a finer 
writing and typing surface. Your dealer has them 


in attractive, easy to use boxes. 


And when you need other office supplies, look 


for the Neenah Seal . . 
store-wide excellence. 


NEENAH PAPER COMPANY 


Neenah, Wisconsin 
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. it’s a mark of 


NEENAH BOXED 
TYPEWRITER PAPERS 
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Matching envelopes available in all grades of Neenah rag content bonds | 


Books and Pamphlets 


The Automatic Office 
The Automatic Office originally was 
published privately by seven students 
at the Harvard Graduate School of 


Business Administration who had 
made a study of “giant brain” tech- 
niques. Subsequent interest in the 


book led to the printing of four edi- 
tions. Now this report is available 
through business and technical book 
stores, 

This volume discusses electronic com- 
puter equipment and its relationship to 
the office, and predicts the gradual evo- 
lution of the “automatic” office over a 
25-year period. 

Copies of The Automatic Office may 
be obtained for $5 from William L. 
Alden, Alden Systems Co., Alden Re- 
search Center, Westboro, Mass. 


Pay Contracts with Key Men 


A research study covering plans and 
agreements for the compensation of 
high-bracket employees, as practiced in 
188 companies, has been published by 
Business Reports, Inc., 1 Main St., Ros- 
lyn, N. Y. The book is entitled Pay 
Contracts with Key Men, and it runs 
» 213 pages. Pointing out that for 
many employees a dollar of unreim- 
bursed business expense eats up two 
dollars of salary, it discusses methods 
of compensation alternative to straight 
salary. The book was written by two 
attorneys, V. Henry Rothschild II and 
William J. Casey. 


Determining Advertising Budgets 

The Affiliated Advertising Agencies 
Network (AAAN) has prepared a free 
brochure on the problems of the ad- 
vertising budget. Called Budget De- 
termination, this colorful brochure dis- 
cusses the important points that such a 
budget should cover, together with the 
allocation of charges that do and do 
not belong in the advertising expense 
account. The AAAN may be reached 
at P. O. Box 104, Madison 1, Wise. 


Direct-to-Plate Offset Process 
The June issue of The Anvil devotes 
several pages to the proper use and care 
of equipment and material used in the 
direct-to-plate offset process. The 
vil is a publication of the Ralph C. 
Coxhead Corp., 720 Frelinghuysen 
Ave., Newark 5, N. J., manufacturers 
of Vari-Typer equipment. 
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=" NATIONAL BUSINESS. SHOW 


This internationally famous exposition, the first and largest Show of its kind in the 
United States, is expected and welcomed year after year by business management. 
They know it as “their Show because it presents to the entire business community 
the latest developments in everything needed to construct, maintain and operate the 
modern office. 


Most progressive firms will exhibit so that you may see the latest and best develop- 
ments. They will be glad to furnish complimentary tickets. 


26 leading management associations throughout the country have planned to have 
their members attend. 


OCTOBER (9th thru OCTOBER 24th 


Daily 1 P.M. to-10 P.M. + Saturday 1 P.M. to 6 P.M. 


GRAND CENTRAL PALACE 


480 Lexington Ave., New York 18, N. Y. 


RUDOLPH LANG, Managing Director, 33 West 42nd St., N. Y. C.* PE 6-6760 


New York City, the world’s 
capital of business and 
finance, celebrates its 300th 
Anniversary and honors the 
National Business Show for a 
half-century of service by 
proclaiming Oct. 18-24, 1953 


BUSINESS WEEK 


SRRE CITY OF NEW NORIO Ag. 
CONMENORAWING Ma / P 
MERCENTENNIAL 

SEQUNDATION 


September, 1953 OFFICE MANAGEMENT 


a é 4 4 , “Se Bar gs EN ae a ae uh / : ead ees ; 
a y a i a a aes —— Rete ian ald a dl a : 
e e ‘ 
“ PM 
“ <* 2 oe, Ce = 
) a > ESSE BD ts ms! 
* : is) = OSS 4 6 ¢ sc 
‘ Steed SS SSS 4 : ig 
sa SS EH A ; (Sy 
, . if 
i A 
FORTY-FIFTH a 
yey 
P| oe 
ies 
a : ae MY 
: —————— ——S>>= ye 
a: == ————— abe 
ES. === : 8 
ao = ‘ 
a «(UY ‘NCE 19° PP ii 
ee 3 
og | 
Ls 
& 
eC Oe : 
LE | i 4 
. ‘ rs 
P mt 
uae 
4. AU “o mITS 3 
5 ! Ww as te “as — 
we . sa = 4 6 ‘ ° . 
* ce ia e* ‘ » \ } > 
4 on 7 a) / . : 4, 7, 
) ee : \ ; : ee 
) vs S » a : 
a | SMS ae TW Sweats wie 
ay ae att : — aisell zt 
~~ . & « au 
7 eae tt 
ahs 
edy 
TS 
o e * 
eee 7 
1% ze ; & Met ; % ae . 22 io d bi, ih ip 4 aur : ‘: : e i ? bs ez. " Wie... von 4s 
; i ae ; . ae any: A ; i “> laa asf |. Sa a %, — ht’ 4 . 
el Ma 


Books and Pamphlets 


( Continued ) 


The Punched Card Annual 

The second volume of The Punched 
Card Annual has just been released by 
The Punched Card Publishing Co., 
509 Francis Palms Building, Detroit 
1, Michigan. This annual is dedicated, 
according to a note on its cover, to the 
advancement of the science of tabulat- 
ing systems. It is a volume of more 
than 200 pages, and it is intended to be 
a reference manual in its field. 

Many of the articles are devoted to 
applications of punched card systems 
in particular fields of business. The 
scope of the volume is indicated by the 
following titles from the many includ- 
ed in the book: “Accounting for Rail- 
road Cars,” “Andrew Jergens Co. Puts 
Type 407 IBM Machine to Work,” 
“Freight Claim Accounting,” “Elim- 
inating Group Insurance Accounting 
Problems,” “Narcoti~ Control in Cali- 
fornia,” and “Air Travel Accounting 
Simplified.” 

More general are discussions such as 
“Electronics for the Office,” “Manag- 
ing Personnel—Not Machines,” “Ma- 


chine Accounting’s Contribution to 
Management Control,” and “Training 
Employees for Tabulating Work.” 

Specific machine applications are 
discussed in a section entitled “Tips on 
Tabulating,” in which are found such 
items as “A Method of Selection With- 
out the Use of ‘Split-Strip’ Device on 
Type 077 Collator,” “Obtaining Three 
Totals from One Set of Accumulat- 
ors,” and “Computing Overtime Bo- 
nus Through the Use of Conversion 
Factors.” 

Another section called “Tips on 
Forms” discusses such matters as form 
design, forms titles, and the binding of 
records for permanent filing. Still an- 
other portion of the volume deals with 
equipment and accessories in the tabu- 
lating systems field. 


Ronald Press Books 

Books recently published by The 
Ronald Press Co., 15 E. 26th St., New 
York 10, N. Y., include: 

Personnel Handbook, edited by John 
F. Mee, of Indiana University. This is 
a volume of 1,167 pages that has been 
two years in preparation. It covers 
such matters as personnel programs, 
organizational planning, budgeting and 


| : Ss 
imperial 

desk company — 
| EVANSVILLE 7, INDIANA | 


AN EXECUTIVE CONFERENCE 
DESK DESIGNED SPECIFICALLY 
FOR TODAY'S 


WORKING EXECUTIVE 


This "man-sized" Conference Desk by 
Imperial gives lots of elbow-room to the 
executive who likes to work in comfort. 

It's ideal, too, for staff conferences, inter- 
views and general all-around discussions} 
where lots of leg room and ample desk top 
space is needed. 

The Conference Desk is just one model in 
the complete Wilshire line of smartly styled, 
modern office pieces. Ask to see the entire 
line at your dealer! 


wiltshire modern 
by Imperial 


Write for Imperial's Office Planning kit . . . com- 
plete with floor layout, cut-outs of standard office 
units, decorating hints, etc., and ask for name «* 
your nearest Imperial Dealer. 


OFFICE MANAGEMENT 


cost control, job analysis and evalua- 
tion, wage and salary administration, 
personnel tests, health and medical sery- 
ices, safety, training and education, 
public relations, and many others. 
Price, $10. 

Office Management, an 870-page vol- 
ume giving extensive coverage to the 
problems of organizing and running 
an office. This book was edited by Dr. 
Coleman L. Maze, of the School of 
Commerce, Accounts, and Finance, 
New York University. Price, $7. 

Business and Professional Speech, by 
Lionel G. Crocker, consisting of 470 
pages on how to give successful 
speeches, including those intended for 
radio and television. Price, $4. 

Effective Business Writing, by Cecil 
B. Williams, of Oklahoma A. & M. 
College, and John Ball, of Miami Uni- 
versity. This book extends not only to 
business writing in its narrowest sense, 
but also to direct-mail advertising, ra- 
dio and television scripts, news releases, 
and speeches. It runs to 634 pages and 
is priced at $5, 

How to File and Index, by Bertha M. 
Weeks. This 300-page volume is a re- 
vision of a previous book. It discusses 
filing problems and practices, including 
those in connection with microfilming 
and the preservation of records. Price, 


$4. 

Personnel Interviewing, a 4\6-page 
book by James D. Weinland, of New 
York University, and Margaret Gross, 
devoted to the whole range of inter- 
views, including those for employment, 
counseling, exit, discipline, and other 
purposes. Price, $6. 

Office Methods, Systems and Pro- 
cedures, a 539-page reference and man- 
ual by Irvin A. Herrmann, covering 
such matters as records, reports, per- 
sonnel activities, filing, machines, office 
layout, etc. Price, $7. 

The Secretary's Book, by Dr. S. J. 
Wanous and L. W. Erickson, both of 
the University of California at Los An- 
geles. This is a revised edition of a 
manual which has been before the pub- 
lic for ten years. Price $4.25. 


Remington Rand Booklets 
Recent booklets published by Rem- 
ington Rand Inc., 315 Fourth Ave., 
New York 10, N. Y. include the tol- 
lowing: 

Binders That Build Business, a 40- 
page booklet that illustrates and de- 
scribes more than twenty Remington 
Rand loose leaf binders and accessories. 


This is booklet LL234. 
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BUY 
CARBON PAPER 
FOR THE TROPICS 


THAT IS MADE TO BE USED IN TEMPERATURES 
OF 85 TO 100 DEGREES FAHRENHEIT 
(WITHOUT ROLLMARKS OR SMUTTING.) 


WHERE IT IS NECESSARY TO USE 
‘CARBON PAPER IN THE TROPICS, USE 


KEE OX, DRI KLEEN CARBON 


CLEAN IN ANY TROPICAL TEMPERATURE 
NO SOILED CLOTHES, 
CLEAN RECORDS, 
NO INCONVENIENCE, 
BUT 
PERFECT EFFICIENCY. 


MANUFACTURED IN 4, 5 and 8-lb. WEIGHTS 
Genuinely BONE CLEAN. 


Also every size and color known 
of inked ribbons for all machines. 


Special Discount on Export orders. 
If you have quotations to make 
get our prices first. 


A few foreign EXCLUSIVE territories open. 


KEE OX, EXPORT DEPT. 


ROCHESTER 1, N. Y., U.S. A. 
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Books and Pamphlets 
(Continued ) 


3 Extra Savings on Machine Ac- 
counting Costs, a folder that offers 
suggestions on how to reduce the time 
spent on filing, finding, and prepara- 
tion of material for accounting opera- 
tions. Time can be saved, states the 
folder, by using ledger trays of im- 
proved design, improved ledger index- 
ing systems and machine accounting 
forms. The pamphlet is numbered 
X1249, 

The Dividends You Get with Rem- 
ington Rand Electric Typing, booklet 
RE 8612. 

The Printing Calculator, which de- 
scribes several uses of the Remington 
Rand printing calculator. This book- 


let is identified as AC 639 Rev. 1. 

Remington Rand’s Complete Micro- 
filming Service, booklet BSD 5. 

Booklet C409, which describes Rem- 
ington Rand’s hand operated adding 
machir.es. 

Expert Office Staffs for Rent, folder 
BSD2, which describes Remington’s 
Records Installation Service. 

Record Guardian 2557, which dis- 
cusses the importance of using insu- 
lated files to protect from fire records 
which are not kept from charring by 
the use of ordinary files. 

All of the above may be obtained 
by writing the company at the address 
given. 


IBM’s “The Proof Machine” 
Suggestions to banks as to how they 
may reduce check-handling operations 


well 


ing assures the best beginning. 

Some duplicating papers feed well — 
some don’t. T 
reasons. Trouble in feeding can come 
from uneven moisture content (that 
causes ‘“warped”’ 
edges 
Eastern’s Duplicating Papers are tail- 
ored for duplicating processes. Scientific 


tray and never warps in normal humid- 
ity. And every ream of Eastern’s paper 
is micromatically trimmed — assuring 


—<S 


NO FEEDER FOUL-UP 


A duplicating job that begins 
ends well—and smooth even feed- 


here are some simple 


reams) or uneven 
(and that can cause havoc). 


even edges that ‘“‘match’”’ to a hair and 
smooth, smooth feeding. 

If you’re not getting the even smooth 
feeding you should get, try any of the 
Eastern’s papers listed below. You'll 
find them easy to work, pleasing to the 
eye and the perfect paper for any dupli- 
cating process in your office. 

So for better impressions, specify: 
Atlantic Duplicator, Atlantic Bond, 
Atlantic 


; Mimeo, Atlantic Opaque, 
instruments assure even moisture con- Manifest Bond, Manifest Mimeo, 
tent so the paper lies flat in the feeder | Manifest Duplicator. 


For sample packets or sheets either 
contact your Eastern Paper Merchant or 
write Eastern Corporation, Bangor, Me. 


ATLANTIC BOND 


Pures PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE | 


fasteew PD 


B 


OFFICE MANAGEMENT 


and costs are described in a new book- 
let called The Proof Machine, which 
is available on request from the De- 
partment of Information, International 
Business Machines Corp., 590 Madison 
Ave., New York 22, N. Y. 

The booklet explains how the proof 
machine may be applied to many 
phases of commercial banking opera- 
tions. Sixteen types of Proof Depart- 
ment work that can be simplified by 
mechanization are discussed in two 
sections: “Incoming Clearings” and 
“Mail and Deposit Proof.” 

Among the illustrations are a work- 
flow diagram for the proof and distri- 
bution of checks and a sample bank 
floor plan showing ideal proof machine 
location. 


Your Paper-Work Problem and 
The Knox Plan 


The paper work turned out by a 
typical busines office may be essential 
to the life of the company, but it 
cannot be sold at a profit. The expenses 
of an office must be paid for out of 
other profits and should, therefore, be 
kept to a minimum. 

Nevertheless, contends the Frank M. 
Knox Co., Inc., although factory pro- 
duction methods have been streamlined 
—and at considerable cost—over the 
last 50 years, very few of the same 
ideas about streamlining have been 
applied to paper work. 

In a new 16-page booklet entitled 
Your Paper-Work Problem and the 
Knox Plan, the Knox Co. analyzes 
the problem of reducing paper work 
and some of the methods by which 
it may be approached. This booklet 
is available without cost to business- 
men who write the Frank M. Knox 
Co., Inc., 1009 Rockwell Ave., Cleve- 
land 14, Ohio. 


General Electric Co. 
Booklet GEA4950E 


A new 16-page two-color bulletin 
on fluorescent lamp ballasts for com- 
mercial, industrial, and residential uses 
has been released by the General Elec- 


tric Co., Schenectady, N, Y. 


The booklet GEA-4950E contains 
photos and wiring diagrams, and gives 
specifications of switch-start, trigger- 
start, slimline, circline, germicidal, and 
“de” operation ballasts. In addition, 
the ballasts instant start 
lamps, series ballasts, slimline ballasts, 
and high voltage lighting for commer- 
cial buildings is explained. The prob- 
lems of frequency, operating tempera- 
tures, noise, moisture, and 


use of tor 


radio in- 


terference are also noted. 
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*Continuous Cotton Towels used by The Goodyear Tire & Rubber 
Company are serviced by Akron Towel Supply Company. 


GOoD/YEAR Washrooms 


Are Kept Cleaner and Tidier with Cotton Towels” 


we 


Here’s How 
Linen Supply Works... 


You buy nothing... your 
linen supply dealer sup- 
plies everything. The low 
cost includes cabinets, pick- 
up and delivery, provides 
automatic supply of fresh- 
ly laundered towels and 
uniforms. Quantities can 
be increased or decreased 
on short notice. Local 
service is listed in your 
classified book under LINEN 
SUPPLY or TOWEL SUPPLY. 


Faitrtax- Towels 


e The world’s largest preducer of rubber products, The 
Goodyear Tire & Rubber Company, manufactures a multi- 
tude of things for home and industry, from rubber heels 
and soles to conveyor and transmission belts. The building 
of tires is, however, their biggest business. Shown above isa 
Goodyear white wall tire being removed from acuring press. 

3ack in ’45 Goodyear installed continuous cotton towels 
in washrooms at Akron to help keep these busy service 
rooms cleaner and tidier. Goodyear maintenance supervisors 
are now more than satisfied that cotton towels better serve their 
needs for efficient towel service. Their employees appreciate 
the greater comfort afforded by soft, absorbent cotton 
towels. 

Whatever your towel problem...whether you operate a 
factory, institution, office or store... you can be sure that 
soft, gentle, absorbent cotton towels will do the best job in 
promoting employee morale, building customer good will, 
increasing tidiness in your washrooms and cleanliness 
among your employees. 

For free booklet that tells how cotton towel service will 
save you money and increase sanitation and efficiency, write 
Fairfax, 65 Worth Street, New York 13, Dept. D, 


Clean Cotton Towels... 
Sure Sign of Good Management 


A PRODUCT OF WEST POINT MANUFACTURING CO. ~ 
OFFICE MANAGEMENT 


WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH STREET, NEW YORK 13 
September, 1953 
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Finger grip never touches 


e touch you. 


s’ Only the pen unlocks 
the ink. 


if Fountain base holds 40 
times more ink than ordi- 
e™y fountsin pen. Won't 


, clean as a saucer. 


TO SELECT OR 

REPLACE... P 

HERE'S ALL Cay 
> 


you DO 


" Model 444 


CHOOSE THE RIGHT POINT FOR THE WAY YOU WRITE... BY NUMBER 


A different, better desk pen—with 
the ink fountain in the base instead 
of in the pen barrel. Pen instantly 
fills itself each time you return it 
to the socket. Always ready to 
write a full page or more every 
time you pick it up. 


Ask your stationer for a demonstration 


Gsterbrook 


DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Ltd. 
92 Fleet St., East; Toronto, Ontario 


COPYRIGHT 1953 
Tee ESTERBROOK 
PEN COMPANY 


ONLY A FEW OF THE MORE 
POPULAR POINT STYLES SHOWN 


76 


ink. No chence for ink to 


7 Fountain base “ink-locked” 
’ against accidental spillage. 


7 leak. Won't flood. Easy to 


| St. Louis in 1914 and 


| 


People in the News 


THOMAS EMERSON has moved up 
to the position of vice president and 
general manager of Eversharp, Inc., 
according to an an- 
nouncement by Ever- 
sharp’s president, 
Carl Preis. 

Mr. Emerson was 
Eversharp’s vice 
president in charge 
of sales for 12 years 
prior to 1948. He 


was absent from the 


Thomas 
Emerson 


company for four 


years, rejoining in 1952. 


THE OZALID Division 


ot General 


| Aniline and Film Corp. has made the 


| chief cost 


following personnel changes, accord- 
ing to General James 
Forrestal: 


Manager 


Walter A. Hensel has been promoted 
from his position as Ozalid controller 
to the post of controller for the General 
Aniline and Film Corp. 

Fred A. Sabacek, formerly Ozalid’s 
accountant, has succeeded 
Mr. Hensel as controller. Paul Sher- 
wood moves into the vacancy left by 
Mr. Sabacek’s promotion, and Edgar 


| Moon takes over Mr. Sherwood’s pre- 


| Waters organized the 
Waters 


OFFICE MANAGEMENT 


vious duties as Accounting Services 
and Auditing Manager. 


OLD TOWN CORP., which has be- 
gun a reorganization of its sales set-up, 
announces two new appointments: 
Edmund T. Wat- 
ers becomes vice pres- 
ident for sales: Mr. 
& Waters 
Manufacturing Co. of 


was president of that 
company until it was 
sold the Under- 
wood Corp. in 1930. 
At that time he moved to Underwood, 
where he has since held various sales 


© Fabian Bachrach 


Edmund T. 
Waters 


to 


positions, including the general man 
agership in charge of sales and manu 
facturing. 

George S. Donaldson is the new na- 
tional sales manager, and will serve as 
Mr. Waters’ first assistant. Mr. Don- 
with Mr. 
He comes to Old 
Town from Underwood, where he was 


associated 
Waters since 1920. 


aldson has been 


sales manager of the supply division. 
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People in the News 
( Continued ) 


UNDERWOOD CORPORATION, 
in consolidating two departments, has 
named Fred D. Lehn as secretary- 
treasurer, and Wil- 
liam E. Long as as- 
sistant treasurer. 
Mr. Lehn is a 
graduate of New 
York Law School. 
He has been with 
Underwood since 
1929, when he 


joined the company 


© 


Pach Bros. 


Fred D. 
Lehn as chief accounting 
system engineer. He has also served 
as assistant sales manager of the ac- 
counting machine division, director of 
the international division, and assistant 
secretary and treasurer. 

He has been Underwood's treasurer 
since 1948, and now takes on the ad- 
ditional duties of secretary as successor 
to George A. Werner, ]r., who is retir 
ing after 34 years of service. 

Mr. Long has served with Under- 
wood since 1927, working as supervis 
or of collections for various divisions, 
and most recently as general cashier. 


GEORGE W. OLIVER has been 
made vice president and general man- 
ager of Thomas Collators, Inc., New 


nounced by  Presi- 
dent W. E. Thomas. 
Mr. Oliver was for- 


merly vice president 
in charge of | sales. 
He has been with 
the company since 
1949. Recently he 
was elected _ presi 
dent of the Office 
Executives Association of New York, 
Inc., NOMA’s New York chapter, for 
the year 1953-54. 

At the same time, Burton W. Smith, 
who has recently joined Thomas, has 
been appointed regional sales manager. 


George W. 
Oliver 


JOHN H. FLACHSBART, has joined 
Pitney-Bowes, Inc. as assistant to the 
controller, according to information re 
ceived from the company’s controller, 
F. H. Van Duzer. 

Mr. Flachsbart moves to Pitney- 
Bowes from the sales accounting staff 
of the Diamond Match Co. He is a 
native of St. Louis, where he had pre 
viously operated his own public ac- 
counting firm. 


September, 1953 


{ York, it is an-! 
} 


Should a man take a 
business worry home with him? 


Probably not. But maybe you'd better 
think about this one tonight. Think 
about it hard. 


Think what a fix your company would 
be in if, tomorrow morning all your 
records were gone. Accounts receivable, 
tax, inventory records—everything. 


Don't content yourself with the thought 
that this couldn't happen to you. That 
your records are in the safe. In a fire- 
proof building. And that, anyway, you've 
got fire insurance. 


It may jolt your composure, but remind 
yourself about reading somewhere that 
43 out of 100 firms that lose their 
records in a fire never reopen, It’s true. 


Remind yourself, too, that a fireproof 
building just walls-in and intensifies an 
office fire. That a safe without an Un- 
derwriters’ Laboratories, Inc. label can 
incinerate records. And remember that 
your insurance policy says to collect 
fully you must “render proof-of-loss 
within 60 days” .. . virtually impossible 
without records. 


Don’t take such a risk with your busi- 
ness future. Get the world’s most trusted 
protection against fire for your records 


—a Mosler “A” Label Record Safe. 


Consult classified telephone directory 
for name of your Mosler dealer, or 
mail coupon for free informative ma- 
terial, today! 


IF IT'S MOSLER .. .IT'S SAFE 


an 
% Mosler Safe “”” 
os er ak & Since 1848 


World's Largest Builders of Safes and Bank Vaults 


OFFICE MANAGEMENT 


¢ The Mosler Safe Company, Dep't OM-9 
32nd Street and Fifth Ave., New York 1, N. Y. 
————— 
Please send me (check one or both): 
FIRE } Mlustrated catalog, describing the new series of Mosler Record Safes. 

DAMGERater C) Free Mosler Fire “DANGERater,” which will indicate my fire risk in 30 seconds, 

i NAME _____ POSITION 
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CORBIN OFFERS WIDE 
VARIETY OF MAIL 
ROOM EQUIPMENT 


CORBIN Mail Handling equipment 
saves time — reduces cost. Used in 
the majority of U.S. Post Offices and in 
the mail rooms of leading commercial 
firms, universities, colleges, hospitals 
and other institutions. 


CORBIN'S facilities and more than fifty 
years’ experience combined, are your 
assurance of quality equipment at low 
cost. We will help you choose equip- 
ment to meet your requirements. All 
items are constructed of selected hard- 


woods, Shipped assembled, with hard- 
ware. 


Mail Room Unit 
Capacity and arrange- 
ment as required for 
your specific needs. 


* Work Tables ® 


Send for 
Illustrated Catalog 


Corbin Wood Products Division Dept. 13 


The American Hardware Corp. 
New Britain, Conn. 


Please send illustrated literature and prices on 
Corbin mail handling equipment. 


en 


People in the News 
(Continued ) 


DIEBOLD, INC., has named Walter 


the Eastern 
vision branches. Mr. 
Dautel will supervise 


for 


bold branches in At- 


ton, Buffalo, 
lotte, Cincinnati, 
Cleveland, Detroit, 
Hartford, 
Nashville, 


Walter H. 
Dautel 


Newark, 
and Pittsburgh. 

Carl N. Shryock has become the 
new Central Division sales manager, 
supervising sales in 
the Canton, Dallas, 
Houston, Indianapo- 
lis, Kansas City 
(Mo.), Milwaukee, 
New Orleans, St. 
Louis, and Toledo 
branches, Mr. Shry- 
ock has been with the 


Diebold organization Carl N. 
: Shryock 
| since 1939, except 
| for service with the Armed Forces. 


(‘THE VOCALINE CO, of America, 
‘through its president, Carroll T. Con 
ney, Jr., has announced two appoint 
ments in its sales forces: 

Verne Roberts becomes national sales 
director, and will be in charge of a new 
national sales headquarters for the Vo- 
catron Division at 1604 W. 92nd St., 


Chicago. Mr. Roberts has been with 


| Vocaline since the company was incor 


porated in 1950. 


Paul Redhead is the new national | 
sales manager of the Vocatron Division 
and will direct a sales force of 17 men. 


H. W. DICKHUT has been named 
general manager of Stivers Office Serv- 
ice, Chicago, it was announced by C. L. 
Stivers. Mr. Dickhut 
has been on the man- 
agement staff of the 
company since 1950. 

Prior to that time 
he served as execu- 
tive assistant of the 
Chicago Plan Com- 
mission, 


and as of- 


H, . & 
Dickhut 


fice manager and per- 
sonnel director of the | 
Diversey Corp. Mr. Dickhut is a past 
president of the Office Management 
Association of Chicago. 


OFFICE MANAGEMENT 


H. Dautel as regional sales manager | 
Di- 
sales activities in Die- | 


lanta, Baltimore, Bos- | 
Char- | 


Miami, | 


— 


GRAPHIC VISUAL CONTROL 


THE BOARDMASTER SYSTEM 
% Graphic Picture of Your Operations — Spotlighted by Color 
+ Facts at a Glance — Saves Time, Money, Prevents Errors 
%& Simple and Flexible. Write on Cords, Snap in Grooves 
% Mode of Metal. Compoct, Attractive. Over 40,000 in Use 
Some Typical Applications —_ 
PRODUCTION © TRAFFIC © SALES / 50 
INVENTORY © SCHEDULING 49 
LOADING « AND MANY OTHERS 
\ 24-Page Illustrated 


FREE ) s0oxter no. 6200 
Without Obligation 
Write Today for Your Copy 


GRAPHIC SYSTEMS 
55 West 42nd Steet» New York 36, .Y. 


: 


At your age! 


If you are over 21 (or under 
101) it’s none too soon for you 
to follow the example of our 
hero, Ed Parmalee (above) 
and face the life-saving facts 
about cancer, as presented in 
our new film “Man Alive!”. 

You and Ed will learn that 
cancer, like serious engine 
trouble, usually gives you a 
warning and can usually be 
cured if treated early. 

For information on where 
you can see this film, call us 
or write to “Cancer” in care of 
your local Post Office. 


American Cancer Society 
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CRAFTSMAN 
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The Birth 
of 1700 


| 


ve 


ry | 


_ : 


It will take you approxi- 
mately 50 seconds to read 
this advertisement; it may 
result in years of comfort 
1 and increased office effici- 
ency for you. 


&, Pictured here is Chair 21700, 


Se PTs 


manufactured by the Jasper Seat- 
ing Company of Jasper, Indiana. 
It is numbered 1700 because it’s 
the beginning of a new line of 
Jasper Seating. 


ee pense ce 
er 
. os 


This chair was created with lov- 
ing care from the finest materials 
available! It is made of Genuine 
American Black Walnut and In- 


pe Rey 


108 diana White Quartered Oak. The 
Fete seat is constructed with springs 
hae and two inches of soft foam rub- 
P) ber, and the back has a one-inch 
layer of foam rubber. 
; 
a Although Jasper Seating has 
a been manufacturing wood office 


chairs for years, it has never been 
better able to say to you, a busi- 
ness executive, that “here is a chair 


style, elegance, beauty, depend- 
ability, service construction A 
here is the chair you should buy!” 


i that is the absolute in comfort, 


wae You can buy the 1700 chair to- 


September, 1953 


day at your Craftsman Chair 
dealer. If you don’t know his 
name, drop us a line and we'll 
send you complete information. 


People in the News 
(Continued) 


J. R. MIDDLETON has been appoint- 


ed sales manager of Royal Metal Manu- 
facturing Co.'s office-school-industrial 
| 


| division, according to a 


\ 


OFFICE MANAGEMENT 


recent an- 
nouncement by President H. A. Green. 
The company has 
begun a decentraliza- 
tion of its executive 
sales organization, 
creating on July Ist 
three autonomous di- 
visions. Mr. Middle- 
ton’s new assignment 
is part of this plan. 
As part of this re- 
organization, Alfred 
E. Siegel, takes over 
contract division sales, while ]. 4. Sable 


© David B. Lannes 


J. R. Middleton 


the professional- 


continues in charge of the store and 

shop furniture division. 
In addition, R. E. 

sales manager of the public seating di- 


Witts, tormerly 


vision, becomes assistant to the presi- 
dent. 


PAUL G. KANOLD has been ad- 
vanced to the position of Executive 
Assistant of Burroughs Corp., it has 
been announced by Vice 
President Ray R. Eppert. 

Mr. Kanold joined Burroughs in 
1929 in 
Moving through the posts of assistant 
to the general sales manager and as 


Executive 


a sales personnel capacity. 


sistant to the vice president, he be- 
came, in 195], assistant to the execu- 
tive vice president, from which post 
he now moves to his new job. 

Mr. Kanold is a graduate of Boston 
University. 


ADDRESSOGRAPH - MULTI 
GRAPH CORP. of Cleveland has ap- 
pointed James F, Audley to the post of 
assistant sales manager, and Woodrow 
S. Anderson to that of Multigraph as- 
sistant sales manager. Announcements 


| 


| MECHANO 


| 
| 


BUILT 
FOR BETTER 


I’ you faced the problem of making the 

best paper and card for use in account- 

what would you do? 

You’d make what you thought was a good 

paper and take it to the manufacturers of 

machines, ribbons and inks for testing. 

They'd find fault because they want their 

products to seem perfect. You'd go back 

and make paper that suited them better. 

You'd do this again, and again, until you 

had paper that worked best. 

That's what Parsons did in making 

FORM LEDGER and MECHANO 

FORM INDEX. That’s why they’re among 

the most popular with accountants, treas- 

urers, controllers and bookkeepers. Here's 
why: 

P Both 50% new cotton fibers — tough 
enough for most uses, economical to 
buy. 

P Made in white and six colors. Use a 
particular color for each department, 
destination or product, saving time in 
sorting and distribution. This is Par- 
sons “color-control”’®. , 

® Both paper and card are solid, not 
pasted together. They can't split and 
make costly copying jobs. The cards 
stand erect in your files, don’t droop 
like tired tissue. 

® No-glare surface that’s easy to work on. 
Precision controls in manufacturing 
and sheet-by-sheet inspection guaran- 
tee uniformity and no waste. 

® Erasing by rubber, scratcher or chemi- 
cals leaves a smooth surface the same 
color. No time wasted copying sheets 
spoiled by erasing. 


|B Yet MECHANO FORM ledger paper and 


| 


of these changes were made by Sales 


Manager B. L. Meyers and Multigraph 
Sales Manager W. H. Wilson. 


THE SOUNDSCRIBER CORP. has 
elected two executives to its board of 
directors. The new directors are: 

R. W. Davidson, who has been with 
the company since 1948, when he took 
over its sales management. Since 1950 
he has been vice president and general 
sales manager. 

William C. Fenniman, vice presi- 
dent and trust officer of Phoenix State 
Bank & Trust Co., Hartford, Conn. 


| 
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| Street... 


index cards cost no more than other 
makes of similar quality, 


FREE BOOKLET TELLS HOW TO 
BUY ECONOMICALLY o¢ 


Like to have the “inside story” on what 
makes good bookkeeping paper? Send for 
booklet “Papers and Index Cards that 
Wear Better and Last Longer”. It will 
tell you how to buy forms economically 
and decide which records should go on 
what strengths of paper or card. Complete 
and mail the coupon now. 


PARSONS | 


Our f0O4 Year 


© ere 1959 


PARSONS PAPER COMPANY 
DEPARTMENT 98 

HOLYOKE, MASSACHUSETTS 
Please mail me, without cost or obligation, your 


booklet on getting the right paper or card for 
each job 


II i vitis up nicasvisvivtecibatadaiiananeibaitaghaaliaiits 
(PLEASE PRINT) 
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Answering mail automatically 
(From page 31) 


in the original text, it is limited to the typing of standard 
ized letters. However, where letters of that type are desired, 
it can turn them out at a rate of one hundred words a min- 
ute, approximately double the effective speed of an aver- 
age typist. 

Two years later, the company acquired an Auto-typist 
ot the “selector” type. This model uses rolls of a consider 
ably larger size. On these larger rolls can be keyed a wide 
selection of paragraphs, and the machine can be set to select 
and type, in proper sequence, almost any combination of 
these paragraphs. Thus, one roll is no longer limited to a 
single letter; because of the possibilities of recombining a 
variety of paragraphs, an immense repertory of letters can 
be prepared using a single roll, 

Like the standard Auto-typist, this model types at approxi- 
mately twice the useful speed of an average typist. The 
operator selects paragraphs by pressing numbered buttons 
on the control panel, much as one would select floors for 
an automatic elevator. The entire selection can be made at 
once and the Auto-typist can be set to skip automatically over 
the unwanted paragraphs. 

The selector model proved to have many possibilities. The 
company installed another two years later. 
several standard models have been added to the battery. 
About a year ago the Department put in the most versatile 
machine of all, a dual selector model that can type maie- 
rial from each of two selector rolls interchangeably. Alto- 


New Style Leaders! 


In addition, 


gether there are now ten Auto-typists at work turning out 
Reader's Digest mail. Six of these are selector models. 

It is one thing to be provided with first-class equipment; 
it is another thing to have a first-class system for using it 
effectively. The Reader's Digest has both. In six years ot 
working with automatic machines the company has learned 
many interesting and useful things about how to use them 
most efficiently. 

For example, the company finds it is entirely practical to 
set up two machines in an L-shaped arrangement next to 
each other so that one girl can run them both. It is the 
Digest practice to pair one standard and one selector model. 
Also, in arranging paragraphs on a selector roll, it is useful 
to repeat often-used material at intervals throughout the roll, 
so that if a letter is keyed to begin in the middle of a roll it ts 
not necessary to reverse the roll to pick up an opening para- 
graph at the beginning. The arrangement of text, in tact, 
provides a great opportunity for the exercise of skill and 
judgment as a means of making further savings in typing 
efficiency. This whole project has been under the direct 
supervision of the divisional head, Mrs. Betty Dore. 

Another discovery was that it is unnecessary to limit the 
dual machine to operations requiring two different selector 
rolls. On the contrary, while such a procedure would be 
entirely feasible, the possible combinations of paragraphs 
would be fantastically high, far beyond the requirements of 
the company. Actually, the real saving of time with the 
dual machine is achieved because it types successive para- 
graphs of a letter alternately from two duplicate rolls; while 
one roll is being used to type one paragraph, the other roll 
is being advanced to the next. (To page 82) 


- - designed for real EYE APPEAL! 
- - priced for SALES and PROFIT! 


Ready to move from your floor into America’s finest 
offices—"Series 800" Jasper Chair Company Chairs com- 
bine a smart “new look” with traditional Jasper Chair 
craftsmanship. 

Made with the warmth and beauty of fine walnut, 
“Series 800” Jasper Chair Company Chairs are uphols- 
tered in your choice of genuine Leather or Elastic 
Naugahyde. Your customers will like their custom- 
tailored look and easy comfort. Look for these outstand- 
ing chairs at the Chicago show—or write today for com- 
plete facts on fast-selling Jasper Chair Company Chairs! 


VISIT OUR DISPLAY in Chicago! 


Room 505, Conrad Hilton Hotel, Sept. 26-30th. 47th Annual 
Convention, Nat. Stationers & Office Equipment Association. 


The RIGHT CHAIR at the RIGHT PRICE! 


Jasper Chair 


JASPER, INDIANA 


REPRESENTATIVES: Geo. A. Litchfield, Sales Mer. 
Fred and George C. Deutsch W. H. Brown, (Chicago-Midwest) R. J. Freeman, (Eastern) 
7207 Northhaven Road 666 Lake Shore Dr. 385 Madison Ave. 
Dallas, Texas Chicago, Ill. Space 844 New York, N. Y. 
James S. Fowls, (Southern) R. A. Browne, (West) Jack S. Doran, (Northwest) 
327 Sunset Drive, North 2925 Revere Ave. 538 E. Olst St., 
St. Petersburg. Florida Oakland, Calif. Seattle 5, Wash. 


No. 850 


All upholstered chairs in the Jasper 
line are now offered in sturdy Nauga- 
hyde or genuine Leather. 
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Coming Events 


American Chemical Society 
Sept. 9-11 
Symposium: Equipment for the Prep- 
aration, Reproduction, and Utilization 
ot Technical Information 
Palmer House, Chicago 
oe 
Controllers Institute of America 
Sept. 27-30 
Twenty-Second Annual Meeting 
Hotel Statler, Boston 
s 
American Management Association 
Sept. 28-30 
Personnel Conference 
Hotel Statler, New York 
- 

American Management Association 
Oct. 12-14 
Office Management Conference 
Hotel Astor, New York 
* 

Systems and Procedures Association 
of America 
Oct. 19-21 
Sixth Annual International Systems 
Meeting 
Sheraton Hotel, Chicago 
* 

Office Executives Association 
of New York 
Oct. 19-24 
National Business Show 
Grand Central Palace, New York 
~ 
National Institute of Governmental 
Purchasing, Inc. 

Nov. 8-11 
Eighth Annual Conference and 
Products Exhibit 
Netherland Plaza Hotel 
Cincinnati, Ohio 


* 
National Office Management 
Association 


Nov. 9-11 
Fall Conference and Exposition 
Shamrock Hotel, Houston 
ie 
Retrigeration Equipment Manufac- 
turers Association 
Nov. 9-12 
All-Industry Refrigeration & Air 
Conditioning Exposition 
Public Auditorium, Cleveland 
* 

American Vocational Association 
Nov. 23-28 
Forty-Seventh Annual Convention 
Conrad Hilton Hotel, Chicago 
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Where there’s a “long count” 


... you lose! 


If there is any recurring job of 
counting to do in any department 
of your company, it’s a certainty 
that it is piling up needless expense 
— if done the long way, by hand. 

Counting checks, tickets, money, 
tags, coupons—paper forms of any 
kind—is a job for a Tickometer. 
It counts at speeds up to 1,000 a 
minute—far faster than a human 
can, and it counts with precision- 
machine accuracy. 

It shows whole or 

partial counts on 
visible registers—can 

stop and resume 
without forgetting! 

Moreover, it can 
(optionally) be 


equipped to imprint, date, endorse, 
rubber-stamp, code or cancel items 
as they are counted. 

In hundreds of various kinds of 
business establishments, the PB 
Tickometer is now dependable and 
required equipment, to replace 
tedious hand-counting, get results 
quickly, save a lot of time and 
money. Rented, never sold, it calls 
for no capital investment — is 
serviced from 199 PB branch offices 
and other service points. 

There’s almost certainly a need 
for it in your business. Let us show 
you how you can quickly find out. 
Call Pitney-Bowes office nearest 
you, or send the coupon for the free 
illustrated booklet. 


PITNEY-BOWES 


Tickometer 


Counting & Imprinting Machine 
.. Offices in 93 cities in U. S. and Canada. 


PTT et teeter ss escesescs 


PITNEY-BOWES, Inc 


2957A Pacific St., Stamford, Conn. 
+ Send free illustrated Tickometer 


booklet to: 


Tey 


4 


Name. 


Firm 
Address 


Favs 


ra * ‘4 ae fk a * Mt 25 Sar en aa. a oul AY ag *% em 5 a ' re ner 
a ; : 3 a ; ; ed. ¥ a a ‘a - 1 ape ac ¥ Se ,?| a sai : 
x : oa a ho ee Be k)i4,% oo \ are Le / wes 
hg: ~ : ss ae — re ie ei Rr a “y . a , i - pees iy z at 7 os re. oe ” 120m ae jhe 
E ie 4 ' : : : aS - : A ee ; es : i ee 
the) + 
we 
a 
%: ¢ 
ae 
ah 
SSS TTTS*S“S , t 
4 B 
a : if 
as j aN ye < 
SSE é an Te 
F ” : © 
~~ <= ‘ gid 
haat 
P - a 
ao 4 Fe . 
» ars 
* ex; 
eiiga | 7) ; 2a 
’ 4 wiA mos 4b Fy) 
i \ ‘ me. 
, co % 4 ; 
7 WS: ene i : 
: t nl 
me! ao ; 2 
: f . 
si 3 ” “a ys Xd 
. , 5s 4 ia 
| mene | . _ aang : ’ ‘ — = 
mm &£ t 
>: ee a . ee pe rl E o* “ * 
+ —-- == ! | a Pics i 
ee ae Lae } = aa ‘ 
Gees. Pate io 
ee ; 
ae: 
‘fe 
ae 
Liane 
we 
tah 
ea 
ee 
~~ 
a= 
=» 
yor 
Pi: 
Et 
; ake 
Nas 
if 
; a i a 
‘ 
Oe 
i wate : 
: Wee 
ugh 
Mei 
a 
ere 
a ¥ 4 a 
| ri 
; ey 
* 
2 Po E 
+ 8 aN 
‘a cee eee . 
et = ' y a) 
' - : __ es 
* ay oa 7 ate, 
= \ | r ; ' seas 
s- ' a ‘ 
. @ 4 ' 4 ~ ie 
AW \ . ' one 
| : p eh ‘ 
hd ‘ Si =o ' 
; , H suqencssusnsesssessensesnennaqeanesanuunaupnpsjshusmmnssansen 4 
4 || a 
{ ‘ Seccececccresececnes+serecenececccecoccnnscusesesesecceeccecesss ‘ 
ee 
PE ee 81 bt pei: 
ty Sees 
p . 7 oe ss 
; a : ES 3 : Ae ays ae en oe 
Te { : a ’ % dale sees. = ae Ae. over a - ag ae : a Ds ¥ See Pay hi 
a 7 ‘ aw joie, ae eG See 6 Bs wee a i ps OE am F oa ( . % @ {Toe 
a ; & \ 4 ce “ES a - ge egee) 4? 3 —— 1 mag? on oe 7% 
ey “2 7 7 i 2 4 ‘BPR 4 gt! Sige og a | yonidens 6: ha a ; . a) pee BY 
we) Wr . 


Zooms To New-Popularity High! 


Here’s the newest, most convenient, most economical 
eraser time-saver in decades. Cylidrical stick eraser en- 
cased in attractive transparent plastic holder, is usable 
down to the last fraction of an inch! | : ia vs ; : 
Holder can unscrew so eraser-stick can | The mail is first classified as to subject. For example, the 
be moved samen’ Weak roll off desk! | Company is currently using the categories “Rates,” “Promo 
Outstanding for clean, accurate eras- 


As an illustration, suppose the machine is to type the first, 
tenth, and twelfth paragraphs of a given selector roll. While 
the typewriter is running off the first paragraph from the 
first roll, the second roll, which is a duplicate of the first, is 
being set to start at paragraph ten. When the Auto-typist 

| has finished paragraph one, the machine is switched to the 
_ second roll, and while paragraph ten is being typed, the first 
| roll is advanced to paragraph twelve. The first roll takes 
| over again when the second has finished. 

Although this method may save only a few seconds on 
each letter, when it is realized that the machine types 100 

| words a minute, it is obvious that during a day’s work the 


Time-Saving Utility Eraser | saving of a few seconds out of each minute builds up to a 


ing! 


for 


BRUSH WHISK STYLE FOR TYPISTS The standard and 
HANDY, POCKET CLIP STYLE | containing these rolls 


students. 


| substantial figure. 

Instructions for the letters to be processed on the auto- 
matic machines are prepared in the Business Correspondence 
Department. The mail readers in this department, of course, 
| have copies of the complete repertory of letters and para- 
| graphs which can be run on the Auto-typists. 


tion,” “Missing Subscriptions,’ “Duplicate Subscriptions,” 
| “Foreign,” “Christmas” and “Miscellaneous.” Subjects are 
added or subtracted as required. 
selector rolls for each subject are 
grouped together, and, as an aid to identification, the boxes 
are marked with an assigned color. 
Material on regular rates, for example, is indicated by a 


FOR GENERAL USE 


Companion to pocket fountain pens, | bright yellow. Correspondingly, the cards by which the 


executives, engineers, artists, | letters are forwarded to the Auto-typist Division agree with 


the same color code. A folder of letters attached to a yellow 
| card would be recognized at once as being on the subject 
Red rubber for erasing | of regular rates, and would call for a standard or selector 
pencil writing and carbon | ;oll from a yellow box. 


copies. Gray rubber for On each letter that is to be handled in the Auto-typist Di- 


erasing ink writing and | vision, a reader in the Business Correspondence Department 
typewriting. Refills. _ makes a penciled notation which shows the general subject 
_ of the letter, the number of the roll containing the desired 

° | answering letter, and (if a selector roll is to be used) the 
_ numbers of the paragraphs which are to be typed. This 


ORDER A TRIAL DOZEN | process is known as “keying.” In addition, notations are 


JETS TODAY FROMYOUR | made of any material to be filled in. Thus, if a space is left 
: in a keyed letter for filling in the name of the donor of a 
DEALER! | gift subscription, the Business Correspondence reader would 


note the name to be filled in. 
. 


When this mail is received in the Auto-typist Division, 
a record is made of the number of pieces in each category 


WELDON ROBERTS | (for control purposes) and the work is assigned in accord- 


RUBBER CO. ance with personnel and machines available. 
365 Sixth Avenue Another point at which good judgment can improve the 
Newark 7, N. J. efficiency of the installation is in deciding when a given 


combination of paragraphs has come up often enough to 
warrant extracting the material from a selector roll and 
making a standard roll out of it. When this is done, of 
course, the letter can be turned out on a standard Auto 
typist. This frees the selector machines to do the work they 


World’s Foremost Eraser 
Specialists 


are designed to do and, in fact, saves time in the typing. 
since the use of a standard roll eliminates the brief intervals 
a selector machine requires in skipping over unwanted para- 
graphs. Maximum efficiency is obtained by distributing the 
work in just the right amounts between the standard and 
the selector machines. 


From the standpoint of human interest, one might inquire 
if the people who run these machines are reduced by all 
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this mechanization to the status of automatons. Not so. It 
is true that a relatively inexperienced typist can turn out a 
large volume of letters on a standard Auto-typist, even 
though her personal typing is called upon for the fill-ins and 
for the names and addresses on the letters and envelopes. 
However, the effective performance of the Auto-typist 
battery depends to a high degree on the ability of the oper 
ators to coordinate a variety of activities. A girl who is 
controlling two Auto-typists, for example, is actually turn- 
ing out two letters at once, and she must make sure that 
the right name and address and the right fill-ins go with 
the right letter. In high speed work this may require 
less typing skill than would a normal typing position, but it 
requires instead a capacity for careful coordination, 


In addition, the company depends on these girls to watch 
the letters being typed in order to determine if enclosures 
are to be sent with the letters, or if the letters require some 
other special treatment. In other words, the operators do 
not run the machines mechanically; they are called upon for 
the exercise of the judgment and coordination that would 
be expected of a good secretary. 

To assure uniformity of letters, The Reader's Digest uses 
standard model electric typewriters with the Auto-typists, 
all of them set to the same touch. As a precaution against 
an occasional casualty, two or three extra typewriters ar: 
kept on hand, so that if one should fail, another can be 
quickly substituted without putting a complete Auto-typist 
installation out of commission. The typewriters are regular 
electric models, except that they have been equipped with 
the links necessary for use with the Auto-typists. They can 
be used for standard work, independently of Auto-typist 
control. 


Work reduced one-third 


Miss Wetzel, speaking of the effect the Auto-typist instal- 
lation has had on the operations of her Typing Department, 
said that the work of the Transcription Division has been 
reduced one-third since the automatic machines were put 
in. The tendency is to transfer as much work as possible 
to the new equipment Although there are less than a dozen 
operators in the Auto-typist Division, they turn out an aver- 
age of more than 2,500 letters a week. At times they have 
produced well over 3,000, even though they are often called 

f upon for other duties in addition. 


Mrs. Dore believes that one girl, operating an Auto-typist. 

can turn out approximately twice the work she could manu- 

' ally. In her opinion, the use of the automatic machine saves 
the salary of one typist for each Auto-typist operator. 


Because the company has such extensive use for this kind 
of work, Mrs. Dore has found it profitable to train her more 
experienced personnel to cut the master rolls used on the 
machines. In addition to the ten machines used in turning 
out letters, the division has one just for the cutting of rolls 
and another—a “reperforator’—which cuts new rolls and 


duplicates rolls already cut. 


In spite of the greater amount of work done by the auto- 


matic installation, the Typing Department has grown in 
size over the last few years. This is a measure of the vastly 
increased amount of correspondence that flows through the 
company’s offices. 

And so the flood sweeps on. But The Reader's Digest 
has come to think of its correspondence not as a sea which 
constantly threatens to swamp it, but rather as the life 
blood of a great organization, 
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aluminum 
chairs 


CHAIRS AND PEOPLE 


The test of a really good office chair is that it 
fits the physical characteristics of each individual 
user. 

FINE-REST Chairs are specifically designed to 
accommodate the tall and the short; the stout and 
the slim. A FINE-REST installation will provide 
functional comfort for all of your employees. This 
means increased efficiency, reduced absenteeism, and 
of course, reduced costs. 


Write for free descriptive literature and the name 
of your nearest FINE-REST dealer. 


“america’s Standard of Business Seating” 


ALUMINUM SEATING es talicn 


17 8. CHERRY STREET * AKRON 8, OHIO 


46-50 W. 29% 
EXPORT 
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Exclusively Manufactured by 
_ Federal Loose leafCorp. _ 


’Super-Lok 


LOOSE LEAF 
BINDER 


NEW! 
ECONOMICAL! 
EFFICIENT! 


The Super-Lok Loose Leaf 


Binder (Pat. No. 2,568,227) 
incorporates new and simpli- 


fied features in the lock- 
ing mechanism. Provides 
smooth, easy operation, pro- 
longed life, efficiency and 
durability. 
Super-Lok is now being used 
by the U. S. Gov't. and lead- Insert sheets re- 


ing firms from coast to coast. 


moved by lifting we 
from book with 
Can be made to specifications transfer Bar. as 
with various post arrange- illustrated. Tf 
ments from %” to 3” mini- 
mum capacity and allows for 
90% expansion. Available 


with or without window in 
backbone Imitation lea- 
ther or canvas. Allows for 
compression to any given 
eapacity. 


L ¢ 
a 


*Registered U. S. Patent Office 


Write today for quotations 
and latest catalog. 


THE GREATEST NAME IN LOOSE LEAF BINDERS 
M. W. FEDERBUSH, President 


-FEDERAL LOOSE LEAF Corp. 


380 SECOND AVENUE, NEW YORK 10, NEW YORK 


. OUTLAST... OUTSELL... ALL OTHERS 


Toe gion > 


P" Guaranteed by > 
Housekeeping 
S 0, * 


@ We'll Make Them for 
Your Special Needs 


45 apveanstd wat 


All Plymouth Standard Bands Made to Federal Specifications 
PLYMOUTH RUBBER COMPANY, Inc., Canton, Mass 


Proclamation will honor 1953 
National Business Show 


NEW YORK CITY’S National Business Show will be 
honored this year by an official proclamation designating 
October 19-24, the dates of the show, as “Business Week” 
in New York. A series of ceremonies throughout the week 
will emphasize the leading role business has played in New 
York’s growth. 

Business show officials believe the ceremonies will have 
increased significance because 1953 is the year during which 
New York celebrates the three hundredth anniversary of its 
founding. 

“The National Business Show, through its halt century 
of service, is particularly appropriate for this salute to busi- 
ness and industry,” show spokesmen declared, “since the 
exposition brings together a great number of the nation’s 
leading manufacturers in the office machine and equipment 
industry whose products have done so much to stimulate 
and increase the nation’s productive capacity. This ‘industry 
behind the operations of all industry’ has helped make New 
York the world’s capital of business and finance, and the 
headquarters of nationally known firms.” 


Detailed plans for observances of the week are nearing 
completion, it was said, and it was promised that this year’s 
influx of business leaders and executives visiting the 
National Business Show will find 1953 “an especially re- 
warding and stimulating year in New York.” 

A catalog based on the products on display in the 1953 
exposition will be produced by the National Business Show, 
as a service to executives and exhibitors. This continues the 
service inaugurated in 1952, when a “Review of the Newest 
and Best Business Machines and Equipment” was produced. 
The catalog will consist of literature supplied by exhibitors 
describing the products on display during the week-long 
show at Grand Central Palace. 

Show executives said the decision to repeat the service 
was based on the results of a survey among consumers and 
exhibitors on their feelings about a 1953 edition. Survey 
results showed that consumer reactions were: 

96.6 


60.0°, have already found it useful in helping them pur- 
chase or recommend equipment. 


want service continued, 


76.0°., have made it part of their already existing files. 
88.0°. of copies are available to others in the recipients’ 
companies. 


Exhibitor reactions were: 

90.0° . want service continued and will supply material 
for inclusion in the volume. 

The Business Show management is also offering exhibi- 
tors a postage meter advertising plate for use before and 
during the show, to enable them to advise their customers 
and prospects where their products can be seen at the show; 
and cuts and mats for integration with the exhibitors’ ad- 
vertising. These are available in one-inch and three-quarter 
inch size, and carry the emblem of the show. 


Since Grand Central Palace, the traditional site ot 
National 


the 
Susiness Show, will not be available after the 
1953 Exposition, a survey has been made to determine what 
members and manufacturers desire in an alternative loca- 
tion. Survey results show that the majority opinion is that 


the show should be held in midtown New York, that its 
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dates should continue approximately the same as they have 
in the past (sometime in early fall) and that the show 
should continue to last five days, Monday through Friday. 

Exhibitors that have already reserved space at the show 
include: 

Abbeon Supply Co.; Acme Visible Records, Inc.; Addo Machine Co., 
Inc.; Addressograph-Multigraph Corp.; Allen Communications, Inc.: 
American Automatic Typewriter Co.; American Dhictating Machine 
Co.; American Near East Corp.; American Photocopy Equip. Corp.: 
H. C. Anderson Mimeograph Corp.: Association of Private Office 
Personnel Agencies; The Audograph Sales Co.; Automatic File and 
Index Systems; Bainbridge, Kimpton, and Haupt, Inc.; Bankers Box 
Co.: The Bates .Mfg. Co.; Berliner Mailing Lists, Inc.; Billen Engi 
neering and Sales Co.: The Bircher Co., Inc.; Charles Bruning Co., 


Inc.: Business Archives Center; Business Systems Corporation: Cal 
culagraph Co., Inc.: Irwin Casper, Inc.; Cel-C-Dex Corp.; Chart 
Pak, Inc The Cincinnati Time Recorder Co.: Coffee Vending 


Service, Inc.; Coinometer Machines; Collister Corp.; Connectcut 
Felephone and Electric Co.; Copease Co.; Copy-Cratt, Inc.; Corr 
Jamestown Steel Age Equip.; Cortina Academy; R. D. Cortuna Co., 
Inc.; Cosco Office Chairs; Ralph C. Coxhead Corp.; Crescent Indus 
tries, Inc.; Crestwood Recorder Corp.; and Cummins-Chicage Corp. 

Also, The Denominator Co., Inc.; Dictaphone Corp.; Diebold, Inc.; 
Ditto, Inc.: Dudley Office Equip. Co.; DuKane Corp.; Dun and Brad 
street, Inc.; Eastman Kodak Co.; Edison Voicewriter; Thomas A. 
Edison, Inc.; Elliott Addressing Machine Co.; Enicsson Telephone 
Sales Corp.; Eurasian Commerce, Inc.;: Evans Specialty Co.; Execes 
tone, Inc.; Facit, Inc.; Ferris Business Equipment, Inc.; Flexitone 
Forster Mfg. Co.; Friden Calculating Machine Co., Inc.: General Bind 
ing Corp.; Gersene de Paris, Ltd.; Geyer Publications; Richard Gibian; 
The Globe-Wernmicke Co., Graphic-Microflm Corp.: The Gray Mtg 
Co.: Charles R. Hadley Co.; Hamilton Mtg. Corp.; Hamilton “Sp! 
Prut” Desk Set; Philip Hano Co., Inc.: Harris-Seybold Co.; Hart Mtg 
Co.; John H. Hawkins Co.; Henko Supply Co.; Heyer Corp.; Hush-A 
Phone Corp. and Hygienic Phone Service, Inc. 

Also, International Business Machines Corp.: Itkin’ Bros., Inc.; 
Korda Industries; Krayer Mfg. Co., Inc.; Kwik Kafe Coffee Vending 
Service; Lanston-Monotype Machine Co., Barrett Division: Lathem 
Time Recorder Co.; Le Febure Business Equipment; Linguapiaeinc 
Institute; F. G. Ludwig, Inc.; Magna-Crest Corp.: Magne-Dex Sales 
Co. of New York: Magnet Sales; Magnetic Recording Industries, Ltd.; 
Manhattan Storage and Warehouse Co.; Harold Mannheimer Organi 
zation: Manpower, Inc.;: Marchant Calculators, Inc.: Marsh Stencil 
Machine Co.: Massachusetts Indemnity Insurance Co.; Master Ad 
dresser Co.; J. Curry Mendes Corp.: Methods Research Corp.: Michael 
Lith, Inc.: The Michael Press; Miles Reproducer Co., Inc.; Mim-E-O 
Stencil Files Co.; Minnesota Mining and Mfg. Co.; Modern Products 
Co.; Monroe Calculating Machine Co., Inc.; Charles S. Nathan, Inc.: 
New York Telephone Co.; Nu-Grain Corp. of America; and Nu-Plan 
Record Co. 

Also, Office Appliances; Office Management Magazine: The Ofhce 
Magazine; Office Publications Co.; Old Town Corp.; Olivetti Corp 
of America; Ozalid Div., General Aniline and Film Corp.: Payroll 
‘Tax Service: Payrollmaster Co.; Pendaflex Files Systems: Fentron In- 
dustries, Inc.; Pepsi-Cola Co.; Photo-It Co.; Photostat Corp.; Pitney 
Bowes, Inc.; Plus Computing Machines, Inc.; and Precise Calculating 
Machine Co., Inc. 

Also Queen Ribbon and Carbon Co.; R.C.A. Communications, 
Inc.; Recording and Statistical Corp.; Regna Cash Registers, Inc 
Reinhold-Gould, Inc.; Remington Rand Inc.; Rex-O-Graph, Inc.: Rex 
Rotary Distributing Corp.; Rite Line Copyvholder: Roneo Duplicating 
Machines; Royal Typewriter Co.; Safeguard Corp.; Safeguard Inter- 
national; Savasort Sorting Devices; Seribe Corp.: Servel, Inc.; The 
Shredmaster Corp.: Simplex Metal Products, Inc.: Simplex Time 
Recorder Co.; Soundscriber Corp.; Spin-Dex; The Staplex Co.: Sta 
tistical Tabulating Co.; Sturgis Posture Chair Co.; Sunroc Co.: and 


Switt Business Machines Corp. 

Also Technical Microcard Publishing Corp.: Telephone Cleaning 
and Sterilizing Co.: Thomas Collators, Inc.; Times Facsimile Corp.; 
Van Hawk Sales Co.: Veeder-Root, Inc: Victor Safe and Equipment 
Co.; VISIrecord, Inc.: Vocaline Co. of America; Vue-Fax Vertical 
Visible Equipment; Warren-Connolly Co.; Wassell Organization, Inc.; 
Alfred Allen Watts Co., Inc.; Weber Addressing Machine Co.; Webster 
Electric Co.; Western Union Telegraph Co.; M. G. Wheeler Co., Inc.; 
Winchester Industries, Inc.: Wright Duplicator Division; Yorkville 
Paper Co., and Zephyr American Corp. 
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FORMS 


pocialist 


STATEMENT — LEDGER 
CARD COMBINATIONS 


SNAP-FREE & PULL OUT 
STYLE 1-TIME CARBON 
FORMS 


For bookkeeping machines 
of all makes 


PRINTED FORMS OF 
EVERY TYPE 
7. 
Over 33 years of know-how and 
o complete modern plant for 
speed and intelligent service. 
o 
Write for quotations today 


Snap-free or pull-out style 


We not only SELL... but SERVE a1 well / 


ESTABLISHED 1920 


HYGRADE> 


PRINTING ¢ STATIONERY CO.INC. . 


121 VARICK ST., NEW YORK 13, N. Y., AL 5-4530-1-2-3-4 
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* ELEVEN WHEELS......... 
GREATER VERSATILITY 
° ALL STEEL CONSTRUCTION... 
LASTS LONGER 
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Reduce Absenteeism— 
keep employees’ wraps 
dry, aired, and in press 


With Office Valet wardrobe 
equipment employees do not 
face weather in damp-cloth- 
ing that has been crumpled 
in lockers do not eat soggy 
lunches soaked by wet hats 
or mittens. The 4 foot 3-U 
rack, illustrated, accommodates 
12 employees with spaced coat 
hangers, individual hat spaces, 
umbrella racks and overshoe 
shelf. Other units with or with- 
out lock boxes, in sizes and 
capacities for every office and 
factory need. 
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VOGEL-PETERSON CO. 


1121 West 37th St. Cnicago 9, Ill. 


The Binding of 
| | OFFICE RECORDS 


—at its Simplest and 
Best with 


ACCO FASTENERS 
ACCO PRODUCTS, INC. 


In Canada: Acco Canadian Co., Limited, Toronto 


too high. Therefore, our next consideration must be “How 


| office costs?” 


ordinated plan of cost control as previously discussed. They 


Keeping down overhead 
(From page 38) 


tines, you are getting down to the level or place where the 
work is actually being done. And this is where the costs 
actually occur. 

Therefore the first task facing the offic: manager in this 
phase of cost analysis is a study of the office forms. What 
forms do you use? Are they necessary? How many copies 
are being made? Are these necessary? How many persons 
handle the forms? You will be surprised how many forms 
and copies of forms can be eliminated in your office. 

After the forms have been reduced to a minimum num- 
ber and also to a minimum number of copies, the office 
manager must study the itinerary of those forms in the 
business office. This is called the Flow of Work of the Office 
| Forms. How much motion, how much time is wasted in 

sending the forms back and forth throughout the organi- 

zation? The distance a form travels frequently interferes 

_ with the efficiency of the office work by causing delays, or 
by making unnecessary office work. The use of flow charts 
in studying office work is most helpful. 

After the number of forms have been reduced to a mini- 
mum, and the flow of work has been simplified and short- 
ened, it will be necessary to make job analyses of the office 
work. Some may wish to do it earlier than is here indicated. 
But at any rate, it seems that you must know what forms 
are to be used and what is to happen to them before you can 
analyze how to prepare and use them—the job analysis aims 

| to ascertain the best way of doing the work. 


When these three items—forms, flow of work and job 
analysis—have been considered and given due consideration 
| in improving the office work, a certain amount of low cost 
efficiency should result. There is, however, a fourth item 
which must be considered. It may not be treated as a 
separate factor. It may be woven into the consideration of 
each of the other three. It refers to the use of mechanical 
equipment in office work in order to reduce the cost of doing 
that work. This factor is specially important today. 


To summarize the few preceding paragraphs, let me say 
that it is these four items—forms, flow of work, job analyses, 
and use of mechanical devices—which make up a study of 
office systems and routines, And it is these office systems and 
routines which are responsible for the office costs. And no 
matter how much you reduce the office costs, they are still 


can the office manager best achieve the reduction of the 


The reduction of office costs can be effected in three 
ways. One of these is to bring in a firm of outside man- 
agement experts to make surveys and studies of the office 
systems and routines and thus make recommendations 
which will result in the saving of costs. Although much of 
the work these firms do is very good, I do not like the idea 
of management consultants as presently contracted for. The 
work they do is spasmodic. It does not cover a well co- 


investigate that phase of the office work which seems most 
ineficient and make suggestions for improving that. But 
cost reduction must be a continuous function of office man- 
agement. Therefore, although I recommend this method 
under exceptional circumstances, I do not think that this is 
what most of us are interested in. 
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The second method by which you may establish this cost 
control on a more or less continuous basis is to have a 
department whose function it is to study cosntantly the 
office systems and routines with the idea of cost reduction. 


If the organization does not want to hire special personnel 
to handle this cost reduction program, then there is a third 
alternative. In this instance, the responsibility for reducing 
costs in the office will be with the office manager. But too 
many office managers have so much other administrative 
work to perform, they have too little time to spend on the 
study of systems and routines. They must have assistants to 
do this work, or it is doomed to failure. 


One of the tasks facing the office manager is that of 
selling the idea of cost consciousness to the office workers. 
Because of the fear of many workers that they will lose their 
jobs if too many improvements in the system are made, 
it requires considerable tact and good personnel psychology 
to sell this idea to the workers. To indicate management's 
sincerity in the plan, it should install a suggestion system. 
This system must attempt to pay for all usable ideas 
promptly and fairly. Otherwise it is doomed to failure. 

But there are other methods by which the office manager 
will be able to achieve this cost consciousness. First among 
these is the better selection of office workers. Perhaps you 
will have to pay a little more, but it may be worth it. 


If you cannot get better workers by more careful selection, 
then it may be wise to set up a training program for the 
workers who must be hired because of the supply conditions 
for office personnel. Training programs raise special prob- 
lems but here they are mentioned for their help in cost 
reduction. 


A third factor in cost reduction revolves around the idea 
of the measurement of the office worker's output, and per- 
haps payment on the incentive plan. Even if the workers 
are not paid on an incentive basis, the measurement of the 
work can be done, to make the workers cost conscious. 


And finally, in this plan of cost control and cost con- 
sciousness, there must be a proper appreciation of what the 
function of the Office Manager is. If he is to reduce the cost 
of office work appreciably, he must be something more 
important than a chief clerk. The office manager must have 
a responsible position in the organization chart of the busi- 
ness. His work serves that of many other important depart- 
ments, Unless he can approach the other executives with a 
certain amount of authority due to his executive level in the 
organization chart, his work will fail, and he will be noth- 
ing more than a chief clerk. If I were seeking a job as an 
office executive today, one of whose functions would be the 
responsibility for office costs, the first question I would ask 
the employing firm is “Where do I fit in the management 
organization chart of this firm?” That will tell you a great 
deal about the job and what you feel you will be able to 
accomplish in it. 


A second factor in this follows logically from the first. 
If the job is important enough, it should command a sufh- 
ciently high salary. Because office managers have not, in 
the past, appreciated their importance in business, their sal- 
aries have always been too low. To get a higher salary, you 
must justify it by being able to show to what extent your 
services reduce the costs of the office work—thus increasing 
profits. Therefore to get a higher salary, first get to the 
administrative level; and then prove your worth by the 
results of your work. 
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: AMAZING NEW 
 [LUIFETIME 


| MECHANICAL LEAD HOLDER 
AND LEAD POINTER! - 


~ 


INSURES A PERFECTLY 
POINTED PENCIL - ALWAYS 


*% A desk set that eliminates conven- 
tional pencil sharpening — insures 
clean uniform lines, permanently. 


*% A lifetime injection lead holder 
with “pointer” that really sharpens 
new precision points in a jifty! 

% Pays for itself over and over in 
precision performance! 

Here's a startling new time saver 

that makes conventional pencils and 

sharpeners obsolete. For fine, accur- 
ate detail work . . . an indispensable 
aid to Draftsmen, Artists, Architects, 

Designers, Engineers, Students, Book- 

keepers and others. Lead holders 

available with lead in deg. 7B to 9H. 


DON’T DELAY 

This is but one of hundreds of qual- 

ity profit-proved Alvin drafting, draw- 

ing and stationery items available— 

send for complete catalog 

and amazing price list today! (! 
=] 


ALVIN COMPANY 


t Bape : Windsor. Conn 


Wo USE 
LOOKING, 
OSCAR.,,,.YOu 
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PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 
employee’s name. This improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 


purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Write for samples and prices. 


Originotors of “Outlook” Envelopes. Est. 1902 + 
TON BLVD., CHICAGO 7, Itt. 
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CLASSIFIED ADVERTISING 

Wanted: sie nattintr Soka te 
‘I Heut kind New York 10, N. Y. 

of Crusader For Sale or to Buy Used Equipment as 


WANTED—ALL TYPES OFFIC E Machines, Filing Equipment Furni- 
ture, Kardex, Acme-Postindex. Will pay more than trade-in allowances. 
Write, Wire, Phone CAnal A 2054, National Office Equipment Co., 429 
Broome St., New York 13, + fe 


K. ARDE X, ACME, GLOBE. WERNICKE, Yawman-Erbe, “Rend Visible 
Cabinets, wood and steel. Addressograph, Cabinets and Trays, Ledger 
I'rays, steel and insulated. Reconditioned first class. Special prices to 
dealers. We also buy this equipment. Universal Office ‘een Co., 
Inc., 7 Waverly Place, New York, N. Y. GRamercy 3-374 


WANTED — ADDRESSOG RAP HS, MULTILITHS, “VARITYPERS, 
Mimeographers, Postal Meters, Folding Machines, Calculators, Adding 
Machines, etc. We pay top prices. Write immediately. Northway Dis- 
tributors, 2621 Ist Ave., Seattle, Wash 


Vv ISIBL E EQUIP ME NT bought and sold and each ange< = We specialize 

in rebuilt Kardex, Acme, Globe-Wernicke and Yawman & Erbe visible . 
cabinets, as well as other makes. All our equipment is fully reconditioned 

and guaranteed. Please write and tell us what equipment you need or 

have for sale. Heineman Office Equipment Co., O. M., 4 N. &th St., St. 

Louis, Mo. 


Positions Av ailable pe cn aes 2 


W ANTED TABUL ATING MACHINE and Equipment Operaters and 


34 Supervisors, Tabulation Project Planners and Tabulation Planners. Sal- 
; aries range from $2,750 to $4,205 a year. Experience required or high 
-" school education or trai — in the operation of tabulating equipment. 
J Application may be secured from the U. S. Civil Service Commission, 


W Washington 25, D. © 


— INFORMATION 
....to help hight 
the strongest foe in SERVICE 


the world —cancer. 
Who is he? He is any generous 


per son giving freely to the Amer- Free to Subscribers 


ican Cancer Society's Cancer 
Crusade. 


" He believes that the light in 

a the “lab” must not be extin- eae : } 

; guished . . . that his fellows The Subscriber's Information Department will 5 

¢ must learn to recognize the supply you with any information you require \) 
< symptoms of cancer and the . 
is ? : ; : regarding the s 
aie for early diagnosis . — . - g the source of supply of any office 

that more doctors, nurses and equipment, systems. services or supplies. 

. . ' 
research scientists must be \ 
trained. 

A victory against cancer now Write us whenever you are interested in learn- 
may mean protection for you ing the source of any particular office service, 
later. Won't you help us by article of brand name and we will endeavor 


giving freely—giving gener- 
ously—giving now? Mail your 
contribution to “Cancer” care 
of your local post office. 


to promptly advise you where it can be located. 


Sitti batt OFFICE MANAGEMENT 
elp . | - pi attle and EQUIPMENT 
| 


Cancer Crusade of the The Magazine for Office Executives 


AMERICAN CANCER SOCIETY 212 FIFTH AVENUE NEW YORK 10,N. Y. 
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Plastic “ceilings” diffuse 
light, meet fire laws 


MANY AN OFFICE is handsomely designed—up to the 
ceiling level. There a bewildering tangle of pipes, sprinklers 
and lighting fixtures ruins the whole effect. 

What can be done about it? Fire laws demand sprinkler 
systems; and offices must have light. 

Some companies have found an answer by installing 
Acusti-Luminus Ceilings, a new product in which long 
strips of corrugated plastic are hung below the lighting fix- 
tures and pipes on the ceiling. The plastic is translucent, 
and so the light from the fixtures above the dropped “ceil- 
ing” is evenly diffused, giving a glareless, shadowless work- 
ing light at desk level. There is no longer one or a series 
of sources of light, creating glare spots and shadows through- 
out the office; instead the whole ceiling gives light. 

This is all very well, but what of the fire laws? If a 
plastic ceiling is hung below the regular one, what protec- 
tion does the sprinkler system, with outlets above the plastic, 
offer in case of fire? 

The answer is protection just as adequate as if the plastic 
had never been installed; protection so complete that fire 
insurance rates are not affected at all by the instailation. 
For the plastic used in the strips, while durable in almost 
all other respects, will not resist either heat or water. Thus, 
if a fire should start in the office, the plastic panels lose their 
corrugation when the temperature reaches 140 degrees, 
soften and fall out. Sprinklers, which do not release water 
until the temperature reaches 165, are not delayed at all in 
going into action, 

The plastic panels will soften but not burn. So inflam- 
mable material is not added to the fire when they collapse. 


Maintenance too is said to be simplified by installation of 


the corrugated panels. Cleaning the ceiling is accomplished | 


by removing the strips, rolling them, and bathing them in) 
a detergent solution. They are simply re-hung to dry. 

The plastic units can also incorporate acoustical control | 
if that is desirable. Hollow, perforated steel fins containing 
a sound absorbing pad have been designed for use with the | 
strips. These fins serve as supports for the panels in offices | 
where acoustical treatment is necessary. : 

Small clearances between the edge of the plastic strips, 
and the steel tracks on which they are supported allow air | 
to circulate, making it possible for sources of either warmed | 
or cooled air to be placed above the dropped ceiling. | 

Acusti-Luminus ceilings are manufactured by Luminous 
Ceilings, Inc., 2500 West North Avenue, Chicago. 


End haphazard hiring 


(From page 34) 


plus trained judgment, will take the guesswork out of 
hiring. 

It is recognized that circumstances and the urgency of a 
need, as well as a condition of many jobs with few appli- 
cants, may have to alter this procedure to some extent. But 
some such procedure should be the basis for the permanent 
selection program of any firm whenever its use is possible. 
It is strongly recommended, especially to those now using 
a hit or miss, rule of thumb procedure. 
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A Time-Saving "DUX"’ 


Precision 
Pencil Sharpeners 


speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 
Available at all leading 


Office Supply & Station- 
ery Stores. 


Exclusive Distributor 
Fred Baumgarten 


675 Cooledge Ave. 
Atlanta 6, Georgia 


On Every Desk 


ba | 
es 


J, 
— + *»* * « 


BETTER OFFICE APPEARANCE 


AND PROTECTION 


Bassick Casters — Glides — Desk Shoes 


Rubber — Chair Mats — Fibre 
Desk and Chair Guards 
Plush Fenders —Fan Covers 


WRITE FOR CATALOG — DEPT. F. P. 


THE FLOORCRAFT COMPANY 


393 BROADWAY, WORTH 4.5810, NEW YORK 13, N. Y. 
_—_—— 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 


The only low priced copy 
holder with high speed line 
finder. 


only $5 .45 


Just flick the rubber 
wheel to operate line 
finder 


“It works like a charm.” 


FRANKLIN TABLE CO. 
116 N. 4th St., Louisville 2, Ky. 
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PROTECT YOUR FLOORS 


Roll smoothly, easily, quietly 


“‘Diamond-Arrow”’ Casters 
Most efficient ball-bearing 
swivel casters you can buy 


ee 


For wood-base chairs For tubular-base chairs For metal-base chairs 


These well-made Bassick casters are easy on your 
floors, easy on your budget. Soft rubber or hard 
composition tread. Ask for them at your office 
supply store. THE Bassick Company, Bridgeport 
2, Conn. In Canada: Belleville, Ont. 


Bassick 
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Plymouth Rubber Co., Inc. 84 
Agency—Hirshon-Garfield, Inc. 
Pronto File Corp. .....55, 56, 57, 58 
Agency—Exhrlich & Neuwirth. Inc. 
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Reynolds & Reynolds Co 17 
Agency—Weber, Geiger & Kalat, Inc. 
ee Teenage Machine 


Roberts Rubber Co., 
Agency—La Porte & 


Weldon. 82 
Austin, Inc. 


Ss 
Security Steel Equipment Corp. 8 
Agency—Kenyon- Baker Co. 
Smead Mfg. Co., Inc., The 
Agency—Greene Engraving Co. 
Stewart & Co. Inc., R.A. . 10 
Sturgis Posture Chair Co 3rd Cover 
Agency—Blaco Adv. Agency 


19, 20 


U 
Underwood Corp. 
Agency— Marschalk 


4th Cover 
& Pratt Co. 


Vv 


Victor Safe & eit een Co., 
Inc., The 


Agency—Leeford . ide. A gency, See. 
Vogel-Peterson Co cd 86 
Agency—Ross Llewliyn, Jac. 


w 
Watson Mfg. Co., Inc., Rol- wee 


vision ‘ 
Agency—Gri fith & ‘Ron tend 
Wellington Sears ‘ 75 
Agency—Ellington = Co., Inc. 
Wheeler Co., Inc., M. G 51 
Agency—Douglas Mil ne Assoc. 
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Here are metal office chairs wit 


unbelievable resistance to wear— 
thanks to STURLON., 


an extraordinary new finish 


You will be hearing a jot about this extraordi- 
nary new finish. As far as office chairs are 
concerned ‘Sturgis is the only maker of office 


chairs with the rights to use STURLON), it 
means that you may now buy steel chairs 
with unbelievable resistance to wear nor- 


mally resulting from scuffing and repeated 
bangings of chair against chair. : 
4 STURLON is sprayed on and infra-red baked to a thickness ; 
about four times that of other finishes. Independent 
laboratory tests show STURLON has a resistance to abra- ; 
sion 10 to 20 times greater than that of other finishes. 
This means that the STURLON finish will 
endure and continue to protect 
the metal indefinitely. 
)) . a 


And that isn’t all— 


STURLON ts wonderfully warm 
and pleasant to vour touch. 
STURLON ts non-corrosive 
is unaffected by moisture, salt air, 
humidity or temperature changes. 


e Sturgis STURLON- finished chairs, ‘ ‘ 

both executive and stenographic, are baa oe S$ T uw R Ec 
now being shown by your Sturgis 

dealer in three popular colors: 5 
metallic gray, green and walnut. € Hi Al rR 

THE STURGIS POSTURE CHAIR COMPANY «+ STURGIS, MICHIGAN 


For complete information and the name of your nearest dealer 
* ite to The Sturgis Posture Chair Company, General Sales Office, 154 East Frie Street, Chicago 11, Illinois 
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Let this 
MECHANICAL BRAIN 


direct all your accounting! 


The Underwood Sundstrand 
Model E Accounting Machine 


Here is a fully automatic, low-cost machine Underwood has just the right accounting ma- 
for all phases of your accounting. A machine chine for every purpose...for every purse.* 
that will save you time, money and effort. 


For instance, the Underwood Sundstrand 
It’s the much-talked-of Underwood Sund- Model E, illustrated, has 2 registers... the 


strand Model E Accounting Machine ...on Model C has 5 registers...the Model D, 
which you, too, can post a wide variety of 10 registers. 
records. 


Call your local Underwood office today for 
The Model E has a “mechanical brain’’—a_ a demonstration of the accounting machine 
control plate that actually directs every auto- best suited for your use. 
matic operation . . . speeds work and prac Price starts at $1483 plus taxes 
tically stops errors. 


And here’s another feature that you'll Underwood Corporation 


Sub:ect tochange without notice 


always give thane for . . . the famous, fast, Accounting Machines... Adding Machines... (=== 
accurate touch-operated Sundstrand 10-key T wit Cart p Ribb Teoch Mathed 
keyboard. The keyboard that Underwood Re te ee eS ae 
developed scientifically so that you can turn One Park Avenue, New York 16, N. Y. 

out more work, more easily and in less time. Underwood Limited,Toronto1,Canada 


Whether your company is large or small, Sales and Service Everywhere = 
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